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Course Overview 


Welcome to the Step by Step Courseware series for Microsoft Office 2000 
and Microsoft Windows 2000 Professional. This series facilitates class- 
room learning, letting you develop competence and confidence in using an 
Office application or operating system software. In completing courses 
taught with Step by Step Courseware, you learn to use the software pro- 
ductively and discover how to make the software work for you. This series 
addresses core-level and expert-level skills in Microsoft Word 2000, 
Microsoft Excel 2000, Microsoft Access 2000, Microsoft Outlook 2000, 
Microsoft FrontPage 2000, and Microsoft Windows 2000 Professional. 


The Step by Step Courseware series provides: 


mA time-tested, integrated approach to learning. 
ŒE Task-based, results-oriented learning strategies. 
E Exercises based on business scenarios. 
a 


Complete preparation for Microsoft Office User Specialist 
(MOUS) certification. 


E Attractive student guides with full-featured lessons. 
E Lessons with accurate, logical, and sequential instructions. 


WE Comprehensive coverage of skills from the basic to the expert 
level. 


H Review of core-level skills provided in expert-level guides. 
E ACD-ROM with practice files. 


A Task-Based Approach 
Using Business Scenarios 


The Step by Step Courseware series builds on the strengths of the time- 
tested approach that Microsoft developed and refined for its Step by Step 
series. Even though the Step by Step series was created for self-paced 
training, instructors have long used it in the classroom. For the first time, 
this popular series has been adapted specifically for the classroom environ- 
ment. By studying with a task-based approach, you learn more than just 
the features of the software. You learn how to accomplish real-world tasks so 
that you can immediately increase your productivity using the software 
application. 


The lessons are based on tasks that you might encounter in the everyday 
work world. This approach allows you to quickly see the relevance of the 
training. The task-based focus is woven throughout the series, including 
lesson organization within each unit, lesson titles, and scenarios chosen 
for practice files. 
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An Integrated Approach to Training 


The Step by Step Courseware series distinguishes itself from other series 
on the market with its consistent delivery and completely integrated 
approach to learning across a variety of print and online training media. 
With the addition of the Step by Step Courseware series, which supports 
classroom instruction, the Step by Step training suite now provides a flex- 
ible and unified training solution. 


Print-Based Self-Training in the Step by Step 
Training Suite 


The proven print-based series of stand-alone Step by Step books has con- 
sistently been the resource that customers choose for developing software 
skills on their own. 


Online Training in the Step by Step Training Suite 


For those who prefer online training, the Step by Step Interactive products 
offer highly interactive online training in a simulated work environment, 
complete with graphics, sound, video, and animation delivered to a single 
station (self-contained installation), local area network (LAN), or intranet. 
Step by Step Interactive has a network administration module that allows 
a training manager to track the progress and quiz results for students using 
the training. For more information, see mspress.microsoft.com. 


Preparation for Microsoft Office User 
Specialist (MOUS) Certification 


This series has been certified as approved courseware for the Microsoft 
Office User Specialist certification program. Students who have completed 
this training are prepared to take the related MOUS exam. By passing the 
exam for a particular Office application, students demonstrate proficiency 
in that application to their employers or prospective employers. Exams 
are offered at participating test centers. For more information, see 
www.mous.net. 


A Sound Instructional Foundation 


All products in the Step by Step Courseware series apply the same instruc- 
tional strategies, closely adhering to adult instructional techniques and 
reliable adult learning principles. Lessons in the Step by Step Courseware 
series are presented in a logical, easy-to-follow format, helping you find 
information quickly and learn as efficiently as possible. To facilitate the 
learning process, each lesson follows a consistent structure. 


Designed for Optimal Learning 


The following “Lesson Features” section shows how the colorful and 
highly visual series design makes it easy for you to see what to read and 
what to do when practicing new skills. 
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Lessons break training into easily assimilated sessions. Each lesson is self- 
contained, and lessons can be completed in sequences other than the one 
presented in the table of contents. Sample files for the lessons don’t 
depend on completion of other lessons. Sample files within a lesson 
assume only that you are working sequentially through a complete lesson. 


The Step by Step Courseware series features: 


© Lesson objectives. Objectives clearly state the instructional goals 
for each lesson so that you understand what skills you will master. 
Each lesson objective is covered in its own section, and each sec- 
tion or topic in the lesson is covered in a consistent way. Lesson 
objectives preview the lesson structure, helping you grasp key 
information and prepare for learning skills. 


E Informational text for each topic. For each objective, the lesson 
provides easy-to-read, technique-focused information. 


E Hands-on practice. Numbered steps give detailed, step-by-step 
instructions to help you learn skills. The steps also show results 
and screen images to match what you should see on your com- 
puter screen. The accompanying CD contains sample files used for 
each lesson. 


@ = Full-color illustrations in color student guides. Illustrated screen 
images give visual feedback as you work through exercises. The 
images reinforce key concepts, provide visual clues about the 
steps, and give you something to check your progress against. 


E MOUS icon. Each section or sidebar that covers a MOUS certifi- 
cation objective has a MOUS icon in the margin at the beginning 
of the section. The number of the certification objective is also 
listed. 


© Tips. Helpful hints and alternate ways to accomplish tasks are 
located throughout the lesson text. 


@ Important. If there is something to watch out for or something to 
avoid, this information is added to the lesson and indicated with 
this heading. 


© = Sidebars. Sidebars contain parenthetical topics or additional infor- 
mation that you might find interesting. 


© Margin notes. Margin notes provide additional related or back- 
ground information that adds value to the lesson. 


@ Button images in the margin. When the text instructs you to click 
a particular button, an image of the button and its label appear in 
the margin. 


© Lesson Glossary. Terms with which you might not be familiar are 
defined in the glossary. Terms in the glossary appear in boldface 
type within the lesson and are defined upon their first use within 
lessons. 


M Quick Quiz. You can use the short-answer Quick Quiz questions 
to test or reinforce your understanding of key topics within the 
lesson. 
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Lesson Features 


LESSON 4 
Previewing and Printing 
a Document 


Lesson objectives 
clearly state the 
instructional 
goals for 


After completing this jesson, you will be able to: 


each lesson so V Preview how your document will look before it is printed. 
Y Edita document in Print Preview. 
that you under- papa capi; setae tae 1 
stand what skills © Pie hole easnee outta ie iE 
k v Shrink a document to fit on hi 
you will master. aia aN 


After organizingyediting, and formatting a document, you will probably 
want to print it. Before you do, you can make adjustments to it in Print 
Preview. This document view helps you avoid wasted print jobs because 
you can see your work before printing it. This is also an important step to 
take if you want to conserve paper. Microsoft Word 2000 has several fea 
tres that help conserve paper including the Shrink to Fit option and the 
Print Zoom feature, which prints multiple pages on one page and allows 
you æ scale a document to fit various paper sizes. You'll learn more about 
chese features later in this lesson. 


Lesson introductions 
list the practice files 
for the lesson and 
explain any necessary 
file preparation. 


some iss b> To complete this lesson’s procedures on printing documents, you will need 
to use a file named Book Fair 04. This document has been created foryour 
client, Pacific Books. It will become the basis for a newsletter and will 

later be part of the client's Web site. 


m Locate the Lesson64 folder in the Word Core Practice folder on your 
hard disk. 
a Open the file 04A. 


3 Save it as Book Falr 04 In the Lesson04 folder. 


For the section in this lesson on printing envelopes, you will need to use a 
lamed Client Letter 04, 


Locate the Lesson04 folder in the Word Core Practice folder on your 
hard disk 

‘Open the fite 048, 

Save W as Client Letter 04 In the Lesson04 folder. 
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Shrinking a Document to Fit on a Page 


When you view a document in the Print Preview window, the last page 
might contain only a few lines of text. The document might look better if 
all the text were on one page. Rather than editing your text, you can use 
the Shrink To Fit feature in Print Preview to get all of the text to fit on 
one page. Word does this by reducing the document font sizes so that the 
text takes up less space on the page. 


Each topic 
begins with 
explanatory 
information 
that teaches 

concepts and 
techniques. 


In this exercise, you use Shrink To Fit to reduce the length of a letter by 
‘one page 


1 


On the Standard toolbar, click the Print Preview button. 
The Print Preview window opens and the first page of your document 
is displayed 


m On the Print Preview toolbar, click the Multiple Pages button, move 
the pointer over the first and second boxes to display both pages of 
the fetter, and then click. 


Both pages of the document are displayed 
3 On the Print Preview toolbar, click the Shrink To Fit button. 
The letter shrinks to fit on one page 
Close the Print Preview window to return to Print Layout view. 
Scroll through the letter to view the changes. 


Numbered steps 
provide detailed 
instructions to 
guide you 
through practicing 
new skills. 


Important 
notes state 
warnings 
or cautions. 


important 
To-return the fonts in the document} 
ment returns to its original length, o 
To Fit. If you have saved and dosed 
you will have to manually restore tl 
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Previewing Documents Before Printing 


To see exactly how your document will look after it is printed, you use the 
Print Preview command. The Print Preview window shows you exactly 
how the lines on the page will appear and where page breaks will occur. If 
you don’ like the layour, you can make adjustments before you print, 
which might prevent a wasted print job 


Printing Envelopes 


4 g J With Word, ies easy to address and 


printer can print envelopes. When yd 
tions are available, You can specify 
you want to print. You can also sped 
the exact location of the return or di 
how an envelope will look when pri 
sert the envelope into your printer. 


The Microsoft 
Office User 
Specialist 
(MOUS) logo 
indicates that 
the section 
covers a task 
that will be 
tested on the 
certification 
exam. 


In this exercise, you preview a document before printing ir. 


Æ On the Standard toolbar, click the Print Preview button 


In the following exercise, you print q 

Print Preview The Print Preview window opens, and the first page of your document is 
displayed. The Print Preview toolbar appears, and the Word menu bar re- 
mains unchanged, 


4 Select the recipient's address at ti 
ter 04 fite 
Place an envelope in your printer 


Your screen should look similar to the following illustration. If your 
3 On the Tools menu, click Enveloy 


screen does not match this illustration, æa the Print Preview toolbar, click 
the View Ruler button to display the ruler. Click the One Page button if 
you see more than mms page of the document. 


The Envelopes And Labels diala 


View Ruler 


Illustrations 
give you visual 
feedback as you 
work through 
the lesson. 


Tips provide 
helpful hints and 
alternative ways to 
complete tasks. 


To view all pages while you are in Print Preview, dick the Multiple Pages 
B button on the Print Preview toolbar, move the pointer across the three boxes: 
Multiple Pages in the ton row to select them, and then click. 


Editing Documents in Print Preview 


While viewing your document in Print Preview, you might think of text 
chang like to make. You don’t have to switch to Print Layout view 
or another document view to do this; you can make the changes in the 
Print Preview window. However, if your text or formatting changes ma 
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Lesson @ Previewing and Printing a Document 1.29 
rr a 


Margin notes 
provide 
additional 
information. 


@ in the Envelopes And Labels dialog box, make sure that the recipient's 
address and the return address are correct. The return address is based 
on Information that you entered when you installed the software. If 
either address is wrong, type the corrections, 


5 Click the Options button, and check the envelope size. The default 
envelope size is a Size 10 business envelope, but you can click another 
size in the Envelope Size list. 

6 To position the envelope for printing, consult the documentation that 
came with your printer. Check the preview in the Envelopes And La- 
bels dialog box to see how Word expects the envelope to be loaded 
into the printer. 


7 Click Print to have your printer print the addressed envelope. 


tip 
To avoid having to add the return address each time you print an envelope, 
on the Tools menu, click Options. On the User Information tab, type the 
name and address information that you always want to use as your return, 
address, Click OK. 


Lesson Glossary 
defines key 

| — terms shown 

in boldface 
within the 
lesson. 


Lesson Glossary 


collate To merge items from two or more sources. 


Magnifier A button chat alternatively increases or decreases the size of a 
document. 


repaginate To renumber the displayed page numbers in a document. 


ruler A bar in the Word window marked with units, used to set indents, 
margins, and tab stops. 


status bar An arca along the bottom of a program window, 


User information tab An arca of the Options dialog box in which you 
can set your default name, initials, and address. 


Lesson Wrap-Up 


This lesson covered how to preview documents before printing, how m 
edit documents in Print Preview, how to print documents, and how to 
t envelopes in Word 2000. 


Lesson 
Wrap-Up 
covers 
remaining 
file admin- 
istration 
details to 
end the 
lesson. 


þu are continuing on to the next lesson: 
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On the Standard toolbar, click Save to save changes made to Book 
Fair 04. 


On the File menu, click Close to close the file. 


Quick Quiz 
short-answer 
questions 
quiz you on 
the lesson 
concepts. 


Quick Quiz 


4 If you want to print page 1 and pages 3 through I of a document, 
how would you do it? 


What does the Magnifier do? 
What happens in Print Preview when you click the Magnifier? 


Du are not continuing to other lessons: 


If you want to quit Word for now, on the File menu, click Exit 


Why would you use Print Preview? 

How do you create a page break while in Print Preview? 
How do you adjust margins in Print Preview? 

How does Word get a document to shrink to fit on = page? 
How do you undo the Shrink To Fit command? 


wen annwawn 


How do you print on an envelope that is larger or smaller than the 
standard business envelope? 


Putting f Ali Together 


Exercise 1: You have written a cover letter to accompany your resume to 
prospective employers. Unfortunately, it extends to more than one page 
when you view the document in Print Preview. Use the Shrink To Fit op- 
tion to get the letter to fit on one page and evaluate the results. 


Putting It 

All Together 
exercises 
challenge 

you to 

apply what 
you've learned 
and require 
you to 

apply skills 

in a new way. 


After viewing the document, you decide the fonts are too small for com- 
fortable reading, so you try changing the margins to make the document 
fit on one page instead. Adjust the left and right margins to 0.5 inch and 
view your results. 


This layout looks much better and ia much more readable. However, you 
cealize that you forgot to add a paral 
Add such # paragraph to your letter, 


Now the lerer is t00 long for one p 
Therefore, you decide to restore the 
two-page cover letter, break the pagg 
graph and add this heading to the sq 


May 19, 1999 
Page 2 of 2 


Quick Reference 


Exercise 2: Create an envelope to ¥ 
And Labels dialog box, change the f 
Arial Rounded Bold and use 12-poir 
inch from the left and the delivery aq 
Check to be sure that your address 
are correct, and print the envelope 


Lesson 1: Previewing and Printing a 
Document 


To display a document in Print Preview 


Æ On the Standard toolbar, click the Print Preview button. 
To change from single-page view to multiple-page view 


€ On the Standard toolbar, click the Print Preview button. 


2 On the Print Preview toolbar, click the Multiple Pages button and 
select the number of pages that you want to display. 


To magnify text for editing in Print Preview 


On the Standard toolbar, click the Print Preview button. 


2 Inthe Print Preview window, position the mouse pointer on the docu- 
ment. 


3 When the pointer changes to a magnifying glass, click the area of the 
document that you want to magnify 


To edit text in Print Preview 


J On the Standard toolbar, click Print Preview. 


2 On the Print Preview toolbar, click the Magnifier button to turn the 
magnifying glass into the insertion point 


Quick Reference 
summarizes skills 
learned in the lesson. 


To insert a page break 


t Click in the document where you want the page to break 
2 On the Insert menu, dick Break 
3 Inthe Break dialog box, click the Page Break option, and then click OK 


To adjust margins using the ruler 


4 Place the pointer on the edge of the ruler, where the margin marker 
is, and wait for the pointer to change into a double-headed arrow. 


a Press Alt and then drag to change the margins. 
To print a whole document 


Æ On the Standard toolbar, click the Print button. Or, on the Print Pre- 
view toolbar, click the Print button. 


To print part of a document using dialog box options 


1 


On the File menu, click Print. 


3 Select the options you want ia the Print dialog box. 
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@ Putting It All Together exercises. These exercises give you another 
opportunity to practice skills that you learned in the lesson. Com- 
pleting these exercises helps you to verify whether you understand 
the lesson, to reinforce your learning, and to retain what you have 
learned by applying what you have learned in a different way. 


M Quick Reference. A complete summary of steps for tasks taught in 
each lesson is available in the back of the guide. This is often the 
feature that people find most useful when they return to their 
workplaces. The expert-level guides include the references from 
the core-level guides so that you can review or refresh basic and 
advanced skills on your own whenever necessary. 


M Index. Student guides are completely indexed. All glossary terms 
and application features appear in the index. 


Suggestions for Improvements 


Microsoft welcomes your feedback on the Step by Step Courseware series. 
Your comments and suggestions will help us to improve future versions of 
this product. Please send your feedback to SBSCfdbk@microsoft.com. 


Support requests for Microsoft products should not be directed to this 
alias. Please see “Using the CD-ROM” for information on support 
contacts. 


Conventions and 
Features Used 
in This Book 


This book uses special fonts, symbols, and heading conventions to high- 
light important information or to call your attention to special steps. For 
more information about the features available in each lesson, refer to the 
“Course Overview” section on page vil. 


Convention Meaning 
Sample files This icon identifies the section that lists 
for the lesson the files that the lesson wil! use and 


explains any file preparation that you 
need to take care of before starting the 
lesson. 


Notes in the margin area are pointers to 
information provided elsewhere in the 
workbook or provide brief notes related 
to the text or procedures. 


This icon indicates a new or greatly 
improved feature in this version of the 
software product and includes a short 
description of what is new. 


SLI This icon indicates that the section where 

S epee XO this icon appears covers a Microsoft 

z A Office User Specialist (MOUS) exam 

Q ar, objective. The number below the icon is 
a the MOUS objective number. For a com- 

W2000.3.17 plete list of the MOUS objectives, see the 
“MOUS Objectives” section on page xix. 

ti p Tips provide helpful hints or alternative 
procedures related to particular tasks. 

. Importants provide warnings or cau- 

important tions that are critical to exercises. 

=j When a toolbar button is referenced in 

= the lesson, the button’s picture and label 

Save are shown in the margin. 

Alt+Tab A plus sign (+) between two key names 
means that you must press those keys at 
the same time. For example, “Press 
Alt+Tab” means that you hold down the 
Alt key while you press Tab. 

Boldface type This formatting indicates text that you 
need to type 
Or 


It indicates a glossary entry that is 
defined at the end of the lesson. 


i Using the CD-ROM 


The CD-ROM included with this student guide contains the practice files 
that you’ll use as you perform the exercises in the book. By using the 
practice files, you won’t waste time creating the samples used in the les- 
sons, and you can concentrate on learning how to use Microsoft Word 
2000. With the files and the step-by-step instructions in the lessons, you’ll 
also learn by doing, which is an easy and effective way to acquire and 
remember new skills. 


The CD-ROM also includes a Microsoft Word file called Testbank.doc, 
which provides multiple-choice and true/false questions that you can use 
to test your knowledge following the completion of each lesson or the 
completion of the Microsoft Word 2000 Step by Step Courseware Core 
Skills course. 


System Requirements 


Your computer system must meet the following minimum requirements 
for you to install the practice files from the CD-ROM and to run 
Microsoft Word 2000. 


important 
The Word 2000 software is not provided on the companion CD-ROM at the 
back of this book. This course assumes that you have already purchased and 
installed Word 2000, 


E A personal computer running Microsoft Word 2000 on a 
Pentium 75-megahertz (MHz) or higher processor with the 
Microsoft Windows 95 or later operating system with 24 MB 
of RAM, or the Microsoft Windows NT Workstation version 
4.0 operating system with Service Pack 3 and 40 MB of RAM. 


mM At least 2 MB of available disk space (after installing Word 
2000 or Microsoft Office 2000). 


E ACD-ROM drive. 


© A monitor with VGA or higher resolution (Super VGA recom- 
mended; 15-inch monitor or larger recommended). 


© A Microsoft mouse, a Microsoft IntelliMouse, or other compat- 
ible pointing device. 
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If You Need to Install 
or Uninstall the Practice Files 


Your instructor might already have installed the practice files before you 
arrive in class. However, your instructor might ask you to install the prac- 
tice files on your own at the start of class. Also, if you want to work 
through any of the exercises in this book on your own at home or at your 
place of business after class, you will need to first install the practice files. 


To install the practice files: 


41 Insert the CD-ROM in the CD-ROM drive of your computer. 
A menu screen appears. ` 


important 

If the menu screen does not appear, start Windows Explorer. In the left pane, 
locate the icon for your CD-ROM, and click this icon. In the right pane, 
double-click the file StartCD. 


2 Click Install Practice Files, and follow the instructions on the screen. 
The recommended options are preselected for you. 
3 After the files have been installed, click Exit. 


A folder called Word Core Practice has been created on your hard disk, 
the practice files have been placed in that folder, and a shortcut to the 
Microsoft Press Web site has been added to your desktop. 


4 Remove the CD-ROM from the CD-ROM drive. 


Use the following steps when you want to delete the lesson practice files 
from your hard disk. Your instructor might ask you to perform these steps 
at the end of class. Also, you should perform these steps if you have 
worked through the exercises at home or at your place of business and 
want to work through the exercises again. Deleting the practice files and 
then reinstalling them ensures that all files and folders are in their original 
condition if you decide to work through the exercises again. 


To uninstall the practice files: 


1. On the Windows taskbar, click the Start button, point to Settings, and 
then click Control Panel. 


2 Double-click the Add/Remove icon. 


3 = Click Word Core Practice in the list, and click Add/Remove. (If your 
computer has Windows 2000 Professional installed, click the Remove 
or the Change/Remove button.) 


4 Click Yes when the confirmation dialog box appears. 
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Using the Practice Files 


Each lesson in this book explains when and how to use any practice files 
for that lesson. The lessons are built around scenarios that simulate a real 
work environment, so you can easily apply the skills you learn to your 
own work. The scenarios in the lessons use the context of the fictitious 
Impact Public Relations, a public relations firm, and its client, Lakewood 
Mountains Resort, a hotel and convention center located in the moun- 
tains of California. 


By default, Word 2000 places the Standard and Formatting toolbars on 
the same row below the menu bar to save space. To match the lessons and 
exercises in this book, the Standard and Formatting toolbars should be sepa- 
rated onto two rows before the start of this course. To separate the Standard 
and Formatting toolbars: 


® Position the mouse pointer over the move handle at the beginning of 
the Formatting toolbar until it turns into the move pointer (a four- 
headed arrow), and drag the toolbar down until it appears on its 
own row. 


The following is a list of all files and folders used in the lessons. 


File Name Description 
Lesson02 - folder Folder used in Lesson 2 
Brochure 02 File used in Lesson 2 
SkillCheck Lesson 02 File used in Putting It All Together 
Lesson03 - folder Folder used in Lesson 3 
IPR January 00 Flyer 03 File used in Lesson 3 
Lesson04 - folder Folder used in Lesson 4 
Brochure 04 File used in Lesson 4 
Invitation 04 File used in Putting It All Together 
Logo 04 File used in Lesson 4 
Memorandum 04 File used in Lesson 4 
Lesson05 - folder Folder used in Lesson 5 
Salary Survey 05 File used in Lesson 5 
Lesson06 - folder Folder used in Lesson 6 
Letter 06 File used in Lesson 6 
Logo 06 File used in Lesson 6 
Lesson07 - folder Folder used in Lesson 7 
Brochure 07 File used in Lesson 7 
Ruffles Article 07 File used in Putting It All Together 
Lesson08 - folder Folder used in Lesson 8 
Tailspin Toys 08 File used in Lesson 8 
Balloon Graphic used in Lesson 8 
Lesson09 - folder Folder used in Lesson 9 
Brochure 09 File used in Lesson 9 
Industries Services 09 File used in Putting It All Together 
Lesson10 - folder Folder used in Lesson 10 
Salary Survey 10 File used in Lesson 10 
Lesson11 - folder Folder used in Lesson 11 
Brochure 11 File used in Lesson 11 


Web Practice 11 File used in Putting It All Together 
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Open 


Replying to Install Messages 


When you work through some lessons, you might see a message indicating 
that the feature that you are trying to use is not installed. If you see this 
message, insert the Microsoft Word 2000 CD or Microsoft Office 2000 
CD 1 in your CD-ROM drive, and click Yes to install the feature. 


Locating and Opening Files 


After you (or your instructor) have installed the practice files, all the files 
you need for this course will be stored in a folder named Word Core Prac- 
tice located on your hard disk. To navigate to this folder from within 
Word and open a file: A 


4 On the Standard toolbar, click the Open button. 


In the Open dialog box, click the Look In down.arrow, and click the 
icon for your hard disk. 


3 Double-click the Word Core Practice folder. 
4 Double-click the file that you want to open. 


All the files for the lessons appear within the Word Core Practice folder. 


On the first page of each lesson, look for the margin icon Sample files for 
the lesson. This icon points to the paragraph that explains which files you 
will need to work through the lesson exercises. 


If You Need Help with the Practice Files 


If you have any problems regarding the use of this book’s CD-ROM, you 
should first consult your instructor. If you are using the CD-ROM at 
home or at your place of business and need additional help with the prac- 
tice files, see the Microsoft Press Support Web site at 
mspress.microsoft.com/support. 


important 


Please note that support for the Word 2000 software product itself is not 
offered through the above Web site. For help using Word 2000, rather than 
this Microsoft Press book, you can visit www. microsoft.com/support or call 
Word 2000 Technical Support at (425) 635-7070 on weekdays between 
6 A.M. and 6 P.M. Pacific Standard Time. Microsoft Product Support does not 
provide support for this course. 


MOUS Objectives 


Core Skills 


Objective 


W2000.1.1 
W2000.1.2 


W2000.1.3 
W2000.1.4 
W2000.1.5 
W2000.1.6 
W2000.1.7 
W2000.1.8 
W2000.1.9 


W2000.1.10 
W2000.1.11 
W2000.1.12 
W2000.1.13 


W2000.1.14 
W2000.1.15 
W2000.1.16 


W2000.2.1 


W2000.2.2 
W2000.2.3 


W2000.2.4 
W2000.2.5 


W2000.2.6 


W2000.2.7 
W2000.2.8 
W2000.3.1 
W2000.3.2 
W2000.3.3 
W2000.3.4 
W2000.3.5 
W2000.3.6 


Activi 
Use the Undo, Redo, and Repeat command 


Apply font formats (Bold, Italic, and 
Underline) 


Use the SPELLING feature 
Use the THESAURUS feature 
Use the GRAMMAR feature 
Insert page breaks 

Highlight text in document 
Insert and move text 


Cut, Copy, Paste, and Paste Special using 
the Office Clipboard 


Copy formats using the Format Painter 
Select and change font and font size 
Find and replace text 


Apply character effects (superscript, 
subscript, strikethrough, small caps, and 
outline) 


Insert date and time 
Insert symbols 


Create and apply frequently used text with 
AutoCorrect 


Align text in paragraphs (Center, Left, 
Right, and Justified) 

Add bullets and numbering 

Set character, line, and paragraph spacing 
options 

Apply borders and shading to paragraphs 


Use indentation options (Left, Right, First 
Line, and Hanging Indent) 


Use TABS command (Center, Decimal, 
Left, and Right) 


Create an outline style numbered list 
Set tabs with leaders 

Print a document 

Use print preview 

Use Web Page Preview 

Navigate through a document 

Insert page numbers 

Set page orientation 


Page 
7.9 
4.2 


7.4 
7.8 
7.6 
JY 
gle WA 
2 


4.7, 4.9, 
4.11, 4.12 


6.11 
4.2 
710,7 
4.4 


Tas 
720 
7.14 


4.5 


6.5, 6.6 
5.6 


4.16, 4.19 
59 


5.10, 
5.12 


6.7 

5.12 
4.21 
4.20 


23 
S6 
DAD) 
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Objective Activi Page 
W2000.3.7 Set margins 5258 
W2000.3.8 Use GoTo to locate specific elements in a Zil 
document 
W2000.3.9 Create and modify page numbers 5.16 
W2000.3.10 Create and modify headers and footers 5l 7 Sask: 
W2000.3.11 Align text vertically S9 
W2000.3.12 Create and use newspaper columns 72 
W2000.3.13 Revise column structure DE 
W2000.3.14 Prepare and print envelopes and labels 6.16, 6.18 
W2000.3.15 Apply styles 4.14 


W2000.3.16 Create sections with formatting that differs 4.4, 4.14 
from other sections 


W2000.3.17 Use Click & Type 1.9 
W2000.4.1 Use Save . 1.10 
W2000.4.2 Locate and open an existing document DA 
W2000.4.3 Use Save As (different name, location, or Dus 
format) D3 
W2000.4.4 Create a folder PII 
W2000.4.5 Create a new document using a Wizard 37 
W2000.4.6 Save as Web Page ES 
W2000.4.7 Use templates to create a new document 3.2 
W2000.4.8 Create hyperlinks 2 
W2000.4.9 Use the Office Assistant 112 
W2000.4.10 Send a Word document via e-mail 11.6 
W2000.5.1 Create and format tables 102 
W2000.5.2 Add borders and shading to tables 10:13: 
10.14 
W2000.5.3 Revise tables (insert and delete rows and 10:2: 
columns, change cell formats) 10.10 
W2000.5.4 Modify table structure (merge cells, 10.8, 
change height and width) KONP 
W2000.5.5 Rotate text in a table TON 
W2000.6.1 Use the drawing toolbar 8.13 


W2000.6.2 Insert graphics into a document (WordArt, Salwar: 
ClipArt, and Images) 8.8 
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Taking a Microsoft 
Office User Specialist 
Certification Test 


The Microsoft Office User Specialist (MOUS) program is the only 
Microsoft-approved certification program designed to measure and vali- 
date your skills with the Microsoft Office suite of desktop productivity 
applications: Microsoft Word, Microsoft Excel, Microsoft PowerPoint, 
Microsoft Access, and Microsoft Outlook. 


By becoming certified, you demonstrate to employers that you have 
achieved a predictable level of skills in the use of a particular Office appli- 
cation. Certification is often required by employers either as a condition of 
employment or as a condition of advancement within the company or 
other organization. The certification examinations are sponsored by 
Microsoft but administered through Nivo International. 


For each Microsoft Office 2000 application, two levels of MOUS tests are 
currently or will soon be available: core and expert. For a core-level test, 
you demonstrate your ability to use an application knowledgeably and 
without assistance in a day-to-day work environment. For an expert-level 
test, you demonstrate that you have a thorough knowledge of the applica- 
tion and can effectively apply all or most of the features of the application 
to solve problems and complete tasks found in business. 


Preparing to Take an Exam 


Unless you’re a very experienced user, you'll need to use a test preparation 
course to prepare to complete the test correctly and within the time 
allowed. The Step by Step Courseware training program is designed to 
prepare you for either core-level or expert-level knowledge of a particular 
Microsoft Office application. By the end of this course, you should have a 
strong knowledge of all exam topics, and with some additional review and 
practice on your own, you should feel confident in your ability to pass the 
appropriate exam. 


After you decide which exam to take, review the list of objectives for the 
exam. This list can be found in the “MOUS Objectives” section at the 
front of the appropriate Step by Step Courseware student guide; the list of 
MOUS objectives for this book begins on page xvii. You can also easily 
identify tasks that are included in the objective list by locating the MOUS 


- logo in the margin of the lessons in this book. 


For an expert-level test, you’ll need to be able to demonstrate any of the 
skills from the core-level objective list, too. Expect some of these core-level 
tasks to appear on the expert-level test. In the Step by Step Courseware 
Expert Skills Student Guide, you’|I find the core skills included in the 
“Quick Reference” section at the back of the book. 
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You can also familiarize yourself with a live MOUS certification test by 
downloading and installing a practice MOUS certification test from 
www.mous.net. 


To take the MOUS test, first see www.mous.net to locate your nearest 
testing center. Then call the testing center directly to schedule your test. 
The amount of advance notice you should provide will vary for different 
testing centers, and it typically depends on the number of computers 
available at the testing center, the number of other testers who have al- 
ready been scheduled for the day on which you want to take the test, and 
the number of times per week that the testing center offers MOUS testing. 
In general, you should call to schedule your test at least two weeks prior 
to the date on which you want tő take the test. 


When you arrive at the testing center, you might be asked for proof of 
identity. A driver’s license or passport is an acceptable form of identification. 
If you do not have either of these items of documentation, call your testing 
center and ask what alternative forms of identification will be accepted. If 
you are retaking a test, bring your MOUS identification number, which 
will have been given to you when you previously took the test. If you have 
not prepaid or if your organization has not already arranged to make 
payment for you, you will need to pay the test-taking fee when you arrive. 
The current test-taking fee is $50 (U.S.). 


Test Format 


All MOUS certification tests are live, performance-based tests. There are 
no multiple-choice, true/false, or short answer questions. Instructions are 
general: you are told the basic tasks to perform on the computer, but you 
aren’t given any help in figuring out how to perform them. You are not 

permitted to use reference material other than the application’s Help system. 


As you complete the tasks stated in a particular test question, the testing 
software monitors your actions. An example question might be: 


Open the file named LMR Guests and select the word Welcome 
in the first paragraph. Change the font to 12 point, and apply 
bold formatting. Select the words at your convenience in the sec- 
ond paragraph, move them to the end of the first paragraph 
using drag and drop, and then center the first paragraph. 


The sample tests available from www.mous.net give you a clear idea of 
the type of questions that you will be asked on the actual test. 


When the test administrator seats you at a computer, you'll see an online 
form that you use to enter information about yourself (name, address, and 
other information required to process your exam results). While you complete 
the form, the software will generate the test from a master test bank and 
then prompt you to continue. The first test question will appear in a window. 
Read the question carefully, and then perform all the tasks stated in the 
test question. When you have finished completing all tasks for a question, 
click the Next Question button. 
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You have 45 to 60 minutes to complete all questions, depending on the 
test that you are taking. The testing software assesses your results as soon 
as you complete the test, and the results of the test can be printed by the 
test administrator so that you will have a record of any tasks that you 
performed incorrectly. A passing grade is 75 percent or higher. If you pass, 
you will receive a certificate in the mail within two to four weeks. If you 
do not pass, you can study and practice the skills that you missed and then 
schedule to retake the test at a later date. 


Tips for Successfully Completing the Test 


The following tips and suggestions are the result of feedback received by 
many individuals who have taken one or more MOUS tests: 


© = Make sure that you are thoroughly prepared. If you have extensively 
used the application for which you are being tested, you might feel 
confident that you are prepared for the test. However, the test might 
include questions that involve tasks that you rarely or never perform 
when you use the application at your place of business, at school, or 
at home. You must be knowledgeable in all the MOUS objectives for 
the test that you will take. 


E Read each exam question carefully. An exam question might include 
several tasks that you are to perform. A partially correct response to a 
test question is counted as an incorrect response. In the example 
question on the previous page, you might apply bold formatting 
and move the words at your convenience to the correct location, 
but forget to center the first paragraph. This would count as an 
incorrect response and would result in a lower test score. 


M You are allowed to use the application’s Help system, but relying on 
the Help system too much will slow you down and possibly prevent 
you from completing the test within the allotted time. Use the Help 
system only when necessary. 


E Keep track of your time. The test does not display the amount of time 
that you have left, so you need to keep track of the time yourself by 
monitoring your start time and the required end time on your watch 
or a clock in the testing center (if there is one). The test program dis- 
plays the number of items that you have completed along with the 
total number of test items (for example, “35 of 40 items have been 
completed”). Use this information to gauge your pace. 


© = If you skip a question, you cannot return to it later. You should skip 
a question only if you are certain that you cannot complete the tasks 
correctly. 


M Don’ worry if the testing software crashes while you are taking the 
exam. The test software is set up to handle this situation. Find your 
test administrator and tell him or her what happened. The adminis- 
trator will work through the steps required to restart the test. When 
the test restarts, it will allow you to continue where you left off. You 
will have the same amount of time remaining to complete the test as 
you did when the software crashed. 
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M As soon as you are finished reading a question and you click in 
the application window, a condensed version of the instruction is 
displayed in a corner of the screen. If you are unsure whether you 
have completed all tasks stated in the test question, click the 
Instructions button on the test information bar at the bottom of 
the screen and then reread the question. Close the instruction win- 
dow when you are finished. Do this as often as necessary to 
ensure you have read the question correctly and that you have 
completed all the tasks stated in the question. 


if You Do Not Pass the Test 


If you do not pass, you can use the assessment printout as a guide to prac- 
tice the items that you missed. There is no limit to the number of times 
that you can retake a test; however, you must pay the fee each time that 
you take the test. When you retake the test, expect to see some of the same 
test items on the subsequent test; the test software randomly generates the 
test items from a master test bank before you begin the test. Also expect to 
see several questions that did not appear on the previous test. 


Sample files 
for the lesson 


ch 


Getting Started 
with Word 


After completing this lesson, you will be able to: 


Start Word. 

Explore the Word window. 

Use menus. 

Use personalized menus. 

Enter text in a document. 

Insert text by using Click And Type. 
Save a document. 

Close a document and quit Word. 
Use the Office Assistant. 


ETR YS WN 


Just a few years ago correspondance was created with paper and pencils, 
pens or typewriters. Gone are the days of correction fluid, crossed-out 
words, and wads of crumpled papers scattered around your garbage can. 
Today most personal and professional correspondence is created using 
computers. In fact, just about everyone who has used a computer has used 
a word-processing program. 


With the help of Microsoft Word, you can quickly and easily create 
memos, faxes, reports, letters, charts, and newsletters. You can also add 
graphics to documents, use other Microsoft Office 2000 programs to 
import data into a Word document, and more. Not only is Word a con- 
venient time-saver, but Word also allows you to check spelling and edit 
documents before printing. No longer do reports, letters, and other docu- 
ments have to be completely retyped just because of an error or two. Word 
makes editing quick and leaves you with a very clean, professional-looking 
document (and saves you from emptying your garbage can so often). 


In this lesson, you will learn how to start and quit Word and how to 
identify the various components in the Word window, such as the menu 
bar and toolbar. You’ll use menus to perform various actions, you'll prac- 
tice entering text into a document, and then you’ll save a document. You’|] 
also practice using the Office Assistant. 


To complete the procedures in this lesson, you will create your own 
practice files. 
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Starting Word 


You start Word by clicking the Start button, which is at the left end of the 
Microsoft Windows taskbar. After you start Word, it appears in its own 
window with a new, blank document open. A window is an area of the 
screen that is used to display a program or document. Every window has 
common components, including scroll bars and toolbars. You’ll learn 
more about the components of the Word window later in this lesson. A 
document is a self-contained piece of work created by using a program. 


In other words, the Word window and each open document are displayed 
in separate windows. You can use Word to open multiple documents 
(therefore multiple document windows) at a time, you can resize a docu- 
ment window, and you can also minimize a document window. When you 
minimize a document window, the document window is reduced to a but- 
ton on the Windows taskbar. The document is still ‘open; you just can’t see 
I 


The Word window contains graphical components to help you use the 
application, including menus, toolbars, and buttons. Becoming familiar 
with the components in the Word window will save you time when you 
begin creating and editing documents. 


In this exercise, you use the Start button to open Word. 


4 Click the Start button at the left end of the Windows taskbar, which is 
located along the bottom of the screen. 


The Start menu appears. 

2 On the Start menu, point to Programs. 
The Programs submenu appears. 

3 On the Programs submenu, click Microsoft Word. 
Word 2000 starts. 


ntl - Microsoft Word 
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tip 

Rather than clicking the Start button, pointing to Programs, and clicking the 
program that you want to use, you can save time by creating a desktop 
shortcut. You simply double-click a shortcut icon to start its associated pro- 
gram. To create a desktop shortcut to Word, click the Start button, point to 
Programs, point to Microsoft Word, and hold down the Ctrl key while you 
drag the Microsoft Word icon to the desktop. Double-click the Word short- 
cut icon to open Word 2000. 


Exploring the Word Window 


Many components in the Word window are similar to those in other 
Windows programs. The following illustration displays the elements in 
the Word window, and a description of each element follows the figure. 


Menu Title 


Minimize Maximize/Restore Button 
Close Word 


Close Document 


Formatting 
Toolbar 


Scroll 
Bar 


Office 
Assistant 


Navigation 
Buttons 


Bar 


Office Assistant A feature that provides tips on how to accomplish tasks 
and suggests new features to try. By default, the Office Assistant appears 
as an animated paper clip, but it can take other shapes, too. (For more 
information about the Office Assistant, read the section “Using the Office 
Assistant,” later in this lesson.) 


Title bar The area of a window or dialog box that displays the name 
of the current dialog box or application and the name of the current 
document. It is located along the top of the window. 


Menu bar The area that lists the names of the menus available in Word. 
A menu is a collection of related commands from which you can make a 
selection. The menu bar is located just below the title bar. 


Standard toolbar A toolbar that provides quick access to the editing 
functions you use frequently. For example, on the Standard toolbar, the 
button that you use to save a document contains an icon of a floppy disk. 
The Standard toolbar is located just below the menu bar. 
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Kem 


By default, Word 2000 places 

the Standard and Formatting tool- 
bars on the same row below the 
menu bar to save window space. 


Maore Buttons 


Minimize 


Maximize 


g! 


Restore 


Close 


Formatting toolbar A toolbar that provides quick access to the formatting 
functions that you use frequently. The names of buttons are displayed in 
ScreenTips when you position the mouse pointer over the buttons. 


Insertion point A blinking vertical line in the document window that 
indicates where the next character (any single letter, number, space, tab, 
page break, paragraph mark, or symbol that can be entered in a doc- 
ument) typed from the keyboard will appear. 


Selection area The area between the left edge of the window and the left 
edge of a line of text. You position the mouse pointer in the selection area 
to select an entire line of text. The pointer changes to a right-pointing 
arrow when it is positioned in the selection area. 


Ruler An on-screen scale marked with inches or other units of measure, 
which changes the indentation of paragraphs, resets a page margin (an 
area of blank space between the edge of the paper and the text), and 
adjusts the width of columns. The ruler is located below the toolbars. 


Scroll bars Bars that are used for moving the view of the document. The 
vertical scroll bar is located along the right side of the window, and the 
horizontal scroll bar is located along the lower portion of the window, just 
above the status bar. 


Navigation buttons Buttons that are used for moving the view in a long 
document. These buttons are located on the vertical scroll bar. 


Status bar A bar that displays explanations of currently selected text at 
the bottom edge of the program window. 


Minimize button A button that reduces a window to a button on the 
Windows taskbar. It appears as a button with a horizontal line and is 
located in the top-right corner of the window. 


Maximize/Restore button A button that switches back and forth, or 
toggles (alternately turns an option on or off each time that the option 

is selected) between displaying a window in its maximum size and restor- 
ing a window to its previous size. It is located in the top-right corner of 
the window. 


Close button A button that closes the current window or application. It 
is located in the top-right corner of the window. 


ScreenTip A help item that shows the name of a button or screen element 
when you restthe mouse pointer on a toolbar button or screen element. 


In this exercise, you display ScreenTips for a few buttons and screen 
elements to become more familiar with Word. 
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41 Position the mouse pointer over the New Blank Document button for 
a few seconds, but don't click. 


New Blank Document 


A small yellow ScreenTip appears, displaying the words New Blank 
Document. 


2 Position the mouse pointer over the Save button on the 
Standard toolbar. 


A small yellow ScreenTip appears, displaying the word Save. 


ij Document! - Microsoft Word PRI ES 


[Ee Iset 


3 Position the mouse pointer on the lower portion of the vertical scroll 
Previous Page bar, over the Previous Page button. 


A ScreenTip appears when you position the pointer over the Previous 
Page button. 


Previous Page 
aq 


$] 4 Position the mouse pointer on the lower portion of the vertical scroll 
Next Page bar, over the Next Page button. 


A ScreenTip appears when you position the pointer over the button. 


GA 5 On the status bar, position the mouse pointer over the 


Overtype Overtype button. 


A small yellow ScreenTip is shown, displaying the word Overtype. 
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Using Menus 


Menus display commands that you can click to perform an action in the 
active window or object. When you display the menu, you see various 
commands. To display a menu, on the menu bar, click the name of the 
menu. Then click a command displayed on the menu to perform that com- 
mand. On some menus, you might find that certain selections appear in a 
light, almost unreadable shade. The lighter shade indicates that those com- 
mands are not applicable to the current operation and, therefore, are not 
available at that time. Those same selections will be displayed in a normal 
shade as soon as they become relevant to the operation being performed. 


When you first display a menu, you will see a short menu that displays 
the commands that are most frequently used by Word users. When you 
display a menu, various menu commands might show right-pointing 
arrows after the command. Hold the mouse pointer over the command 
with a right-pointing arrow to display the cascading menu. 


In this exercise, you display a menu. 


4 On the menu bar, click View. 


The View menu appears. Notice that the menu command Toolbars has 
an arrow to the right of it. 


5 


2 Point to Toolbars, but don't click. 
The Toolbars cascading menu appears. 
a Click anywhere outside the menu. 
The menu closes. 


Using Personalized Menus 


Word 2000 has a new feature that personalizes your menus. When you 
200, click a menu name on the menu bar, the menu is displayed, but not in its 
Ewi entirety. A short menu appears because those are the most popular com- 
If a menu has been expanded, mands used by most Microsoft users. Finding a menu command on a short 
Word displays this command on . ia : d auicker than Gack 
the short menu. If you stop using the Menu is much easier and quicker than finding a menu command on an ex- 


command over time, Word returns the panded menu. 
command to the expanded menu. 


Two downward pointing arrows are displayed on the bottom of the menu, 
alerting you that more menu commands are currently hidden. You click 
the double arrows to open the entire menu. After you select a command 
on the menu, and open the menu again, Word displays your selection on 
the menu, so you don’t have to open the menu in its entirety to select that 
command again. Over time, Word adapts to your usage, and the com- 
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mands that appear on the short menu are the commands that you most 
frequently use. 


In this exercise, you personalize the Edit menu. 


1 Click Edit on the menu bar to view the Edit menu. 
The Edit menu appears. 


2 Click the arrows at the bottom of the Edit menu to view 
the expanded menu. 


The expanded Edit menu appears. 
3 Click Go To. 

The Go To dialog box appears. 
4 Click the Close button in the Go To dialog box. 
S On the menu bar, click Edit again. 


Notice that Go To is now displayed on the Edit menu. Word has 
personalized the Edit menu for you. 


Entering Text 


You begin creating a document by simply typing text. When you enter text 
into a document, you don’t have to press Enter at the end of each 

line. Word’s word wrap automatically wraps text from one line to the 

next each time the insertion point reaches the right margin. Word wrap 
breaks lines of text so that they stay within margin boundaries; you don’t 
have to enter hard returns. You press Enter only when you want to begin a 
new paragraph or insert a blank line. Word uses left and right page mar- 
gins of 1.25 inches and top and bottom margins of 1 inch by default; how- 
ever, you can reset the page margins. You’ll learn more about resetting 
margins in Lesson 5, “Changing the Layout of a Document.” 
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Impact Public Relations was established in 1990 to provide a forum for professional Pub 


Impact Public Relations was established in 1990 to provide a forum for professional 
Public 


As you type text, the insertion point moves, indicating the location for the 
next character. If you make a mistake, press Backspace to delete characters 
to the left of the insertion point or press Delete to delete characters to the 
right of the insertion point. 


In this exercise, you enter text in a document to see how Word’s word 
wrap feature works. 


1 Type Founded in 1990 into the blank document currently displayed in 
the window. (The blank document was displayed when you started 
Word.) 


3 Type acomma, and press the Spacebar. 
2 Continue typing the following: 


Impact Public Relations provides a forum for professional 
public relations consultants throughout the state to meet, to 
exchange views about general business issues, and to further 
individual skills development. 


The text is displayed in the document window as you type, 
wrapping to the next line when the insertion point reaches the right 
margin. 


Keep this file open for the next exercise. 


W2000.3.17 


“New! 


Click And Type 
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Using Click And Type 


Click And Type is a feature that you can use to quickly position the inser- 
tion point in any blank area of a document. You move the mouse pointer 
to the desired location in the blank document, click, and then begin 
typing. As you move the mouse pointer to different areas of the page, the 
mouse pointer shape indicates whether the text you type will be left- 
aligned, centered, or right-aligned. Click And Type is an especially useful 
feature if you want to start text centered on a line or on a page; you don’t 
have to use the Center button to center text on a line, nor do you have to 
create blank lines to center a line on a page. You simply position the 
pointer where you want to begin typing text, and Word creates formatting 
and alignment attributes based on the location where you click. 


Mouse Pointer Aliens Text 


ih = Left. 


A 


[= Left with the first line indented. 
l Center. 
=] Right. 


For example, suppose you are in the middle of a multi-page document. 
You need to insert a list of names and add more text. Double-click the 
center of the blank area where you want to insert the text and type your 
list. Word applys center alignment to the text. 


After you are finished entering the list, double-click in the left area of the 
document and type your additional text. Word applies left-alignment to 
tne Xt. 


In this exercise, you use Click And Type to insert a centered subtitle, 
which will identify the next section of the brochure that you are creating. 


4 ‘To verify that you are in Print Layout view, on the View menu, click 
Print Layout. 


2 = Move the pointer back and forth across the page to observe how 
it changes to indicate how the item will be formatted. 
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3 Position the pointer at the center of the page slightly below the 
introductory paragraph that you typed in the previous exercise. 


The pointer shape indicates that the item will be centered. 


h Document! - Microsoft Word 


Founded in 1990, Impact Public Relations provides a forum for professional public relations 
consultants throughout state to meet, to exchange views about general business issues, and to further 
individual skills development] 

f 


L 


& Double-click, and type Membership Information. 


Saving a Document 


The text that you enter is stored in the computer’s memory, which is 
temporary. To keep the file for future use, you must store the document 
on your hard disk. A file is a collection of related data or information that 
is assigned a specific name and stored on a disk. To permanently store a 
document, you must save it to your hard disk. Otherwise, when you quit 
Word, your document is deleted. You save a document by clicking the 
Save button on the Standard toolbar. When you save the document, you 
give the document a unique file name so that you can retrieve the docu- 
ment for future use. 
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Save 


The first time you save a document, the Save As dialog box appears 

so that you can name the document and put it in a folder. A folder is a 
container in which to store and organize documents, programs, graphics, 
and files, and is represented by the icon of a file folder. If you make any 
changes to a document and need to save it, click the Save button and the 
newest version of the document is saved, but the Save As dialog box does 
not appear. 


A file name can contain as many as 255 characters. Word uses the first 
words of the document, up to the first punctuation mark or line break, as 
the file name when you save the file for the first time. You can also delete 
Word’s default file name to assign a file name yourself. Because you have 
up to 255 characters to work with, you should strive to make your file 
names as descriptive as possible. An example of a vague and cryptic file 
name would be Questions. You might not remember what the questions 
are, or what they are for. A better file name would be Questions for Les- 
son 3 Test Bank. When you save a file, you cannot include any of the fol- 
lowing characters in the file name. 


ENN EEE 


In this exercise, you save your new document to your hard disk and save 
the document again after you make changes. 


The Places Bar in the Save As 
dialog box provides convenient 
access to commonly used locations 
for saving and storing files. 


Close 
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4 On the Standard toolbar, click the Save button to display the Save As 
dialog box. 


2 Inthe File Name box, type Brochure 01. 
3 Click the Save In down arrow, and click the icon for your hard disk. 
4 Click the Word Core Practice folder. 
The Save In box displays the text Word Core Practice, and the dialog 
box displays the contents of the Word Core Practice folder. 
§ Double-click the Lesson01 folder. 
The Lesson01 folder opens. 
& Click the Save button. 
The file is saved to your hard disk with the new name, which is now 
displayed in the Microsoft Word title bar. 
7 Click at the end of the first paragraph to position the insertion point 
there. 
© Press the Spacebar, and type the following sentence: 
Meetings are held monthly where an expert guest speaker presents 
timely and pertinent information. 
9 On the Standard toolbar, click the Save button. 
Word saves the document. 
Keep this file open for the next exercise. 


Closing a Document and Quitting Word 


After a file is stored on your hard disk, you can clear it from the screen by 
closing the document window or quitting Word. If the document has not 
been saved, Word prompts you to save the file before closing the window. 


To clear a document from the document window, on the File menu, click 
Close, or in the top-right corner of the screen, click the Close button. 
Closing the current document window leaves Word still running. When 
you click Exit on the File menu, the Word program quits. 


When you have one document open in Word, two Close buttons are dis- 
played in the top-right corner of the Word window. These buttons each 
have an X on them, and one is just above the other one. The lower Close 
button is used to close the current document, and the top Close button is 
used close the document and exit Word. 
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When you start Word, a blank document is displayed in the Word win- 
a dow. After you save and close this new document, Word remains open, 
D but does not automatically display a new blank document in the window 
New Blank Document like it did when you started Word. You must click the New Blank Docu- 
ment button on the Standard toolbar to create a new document. 


In this exercise, you close the current document, exit Word, and then 
start Word. 


4 On the File menu, click Close. 

The document closes, leaving Word open but no documents open. 
2 On the File menu, click Exit. _ 

Word closes. ' 


B To restart Word, Click the Start button at the left end of the Windows 
taskbar, point to Programs, and click Microsoft Word. 


Word 2000 starts. 


Using the Office Assistant 


The first time that you start Word, the Office Assistant appears. The 
Office Assistant helps you find answers and instructions for your Word 
questions. The default Office Assistant character is an animated paper 
clip, but it can take other forms, such as an animated cat or dog. You can 
save time by using the Office Assistant, rather than searching a table of 
contents or an index. 
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To use the Office Assistant to get help, click the Office Assistant, and 
then type a question in the What Would You Like To Do? box. The Office 
Assistant provides information whether you type complete sentences or 
just key words. After you enter a question or keyword, click the Search 
button or press Enter. The Office Assistant displays a variety of Help top- 
ics that are related to the question that you asked. Click the topic that 
most closely relates to your question to read more about it. 


Sometimes the Office Assistant appears on its own if you’re doing some- 
thing that it might be able to help you with, such as writing a letter 

or using an advanced feature. If you already have the Office Assistant dis- 
played, a light bulb might appear next to it to signal that the Office 
Assistant has a tip for you that might help you with what you’re doing. 


In this exercise, you display the Office Assistant, use it to get help, and 
then close the Office Assistant. 


4 ‘If necessary, on the Standard toolbar, click the New Blank Document 
button to create a new document. 


2 If the Office Assistant is not displayed, on the Help menu, click Show 
The Office Assistant. 
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3 Click the Office Assistant. 

The Office Assistant appears with a yellow help box. 
4 Type How do | use the Office Assistant? in the box. 
5 Click the Search button. 


The Office Assistant displays a list of Help topics that are related to 
the question that you asked. 


What would you like to do? 

© Display tips and messages 
Vroco the Oe Asmita 
Get Help without the Office 
Assistant ms, 

© Ways to ssistance while 

you en 4 

® seta dite en Office 

Assistant 

® Get Help for Visual Basic for 

Applications in Word 


G Click Display Tips And Messages Through The Office Assistant. 
The Word Help window displays the related help information. 
7 Click the underlined text Hide, Show, Or Turn Off The 
Office Assistant. 
A new Help topic is displayed. 
@ When you're finished using Help, in the top-right corner of the Help 
dialog box, click the Close button. 


§ To close the Office Assistant, right-click the Office Assistant, and then 
click Hide. 


Lesson Wrap-Up 


In this lesson, you learned how to start and quit Word, how to use menus 
and toolbars, how to enter text and save a document, how to close and 
open a document, and how to use the Office Assistant to get help in Word 
2000. 


If you are continuing to the next lesson: 
@ On the File menu, click Close to close the file. If you are prompted to 


save changes, click No. 
Word closes the file without saving the changes. 


If you are not continuing to other lessons: 


=| 1 On the File menu, click Close to close the file. If you are prompted to 
save cnanges, click No. 


Word closes the file without saving the changes. 
2 In the top-right corner of the Word window, click the Close button. 


Close 


The Word program closes. 
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Lesson Glossary 


button A square or rectangular element with a picture or abbreviated 
label on it. A button instructs a program to perform a particular 
action when the button is clicked. 


cascading menu A list of commands that appears when the mouse 
pointer is positioned over a menu command that has a right pointing 
arrow. Cascading menus are also called submenus. 


character Any single letter, number, or symbol that is entered in a 
document. Tabs, page breaks, spaces, paragraph marks, and other 
formatting symbols are also,considered characters. 


Close button A button that ends or shuts down the current window or 
application. The Close button is located in the top-right corner of the 
window. 


dialog box A screen element that appears when you need to com- 
municate with a program. A dialog box displays current information 
and options that can be selected before completing a command. 


document A self-contained piece of work created by using a program. 


file A collection of related data or information that is assigned a specific 
file name and stored on disk. 


folder A storage area for files and other folders. 


Formatting toolbar A toolbar that contains buttons for quick access to 
formatting functions. 


icon A small picture that represents a program or document. 


insertion point A blinking vertical bar resembling a capital I that 
indicates the location at which the next character typed or item 
inserted will appear. The insertion point can be moved anywhere 
within the document window by clicking any visible location or by 
pressing various keys. 


Maximize/Restore button A button that toggles between displaying a 
window in its maximum size and restoring a window to its previous 
size. The button is located in the top-right corner of the window. 


menu The area that, when clicked, displays available commands. Menus 
allow access to commands specific to the active window or object. 


menu bar The area at the top of a window that lists the names of the 
menus available in a program. 


minimize To reduce a document window to an button on the Windows 
taskbar. The document is still open; you just can’t see the document 
when it’s minimized. 


Minimize button A button that, when clicked, reduces a window to a 
button on the Windows taskbar. The Minimize button appears as a 
button with a horizontal line and is located in the top-right corner of 
the window. 
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mouse pointer An icon that moves to reflect the position of the mouse. 


navigation buttons Buttons that are used to move around in a doc- 
ument. These buttons are located on the vertical scroll bar. 


Office Assistant An animated, interactive Help feature. The first time 
that Word is started, the Office Assistant appears. The Office 
Assistant prompts you to type a question or topic, and then the 
Office Assistant displays several responses. You can select the option 
that best meets the current need or type another query. 


ruler An on-screen scale marked with inches or other units of measure- 
ment. The ruler changes the indentation of paragraphs, resets page 
margins, and adjusts the width of columns. The ruler is located 
below the toolbars. 


ScreenTip A help item that briefly explains what an element is. 
ScreenTips appear when the mouse pointer is positioned over a 
button or screen element for a few seconds. 


scroll bars Navigational tools that are used to move through a doc- 
ument. The vertical scroll bar is located along the right side of the 
window, and the horizontal scroll bar is located along the lower 
portion of the window just above the status bar. 


selection area The area between the left edge of the window and the left 
edge of a line of text. You position the mouse pointer in the selection 
area to select an entire line of text. The pointer changes to a right- 
pointing arrow when it is positioned in the selection area. 


Standard toolbar A toolbar that contains buttons for editing functions. 
The Standard toolbar is located below the menu bar. 


status bar An area that contains brief information about programs that 
are currently in use. Some programs might display explanations of 
currently selected menu commands at the lower edge of the program 
window. 


taskbar The strip along the bottom of the screen that typically shows, 
from left to right, the Start button, the Quick Launch bar, icons for 
certain utilities, such as the Volume Control for the computer’s sound 
system, and the time. Programs that are running also appear as but- 
tons on the taskbar. 


title bar The area at the top of a window or dialog box that displays the 
name of the current dialog box or application and the name of the 
current document. 


toggle To alternately turn an option on or off each time that the option is 
selected. 


toolbar A group of buttons used to carry out commands. For instance, 
the Formatting toolbar contains buttons such as Bold, Underline, 
Italic, and alignment buttons—all of which you use to format text. 
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window An area in which information is displayed on the screen. 
Windows can be maximized (sized to fit the full screen), minimized 
(compressed into buttons on the taskbar), or restored to their 
original sizes. 


word wrap A feature that flows text continuously from one line to the 
next each time the insertion point reaches the right margin. With 
word wrap, it is not necessary to press Enter at the end of each line 
unless you want to insert a blank line or a new paragraph. 


Quick Quiz 


4 How do you save a copy of the current document without changing 
the original version? 


2 What are two ways that you can close a document? 


3 What happens when you click the button labeled with an X in 
the top-right corner of the Word window? 


4 What is the difference between an expanded menu and a 
personalized menu? 


How do you use Click And Type? 

What is the Office Assistant? 

How do you separate the Standard and Formatting toolbars? 
What is the Start menu used for? 


On a wu 


Putting It All Together 


Exercise 1: If necessary, start Word. Open Word by using the Start menu. 
In a blank document, use the Click And Type feature to insert the follow- 
ing heading, centered about one-quarter of the way down the page: 


Expense Report Reminders 


Use Click And Type again to position a left-aligned paragraph below the 
title. Type the following information: 


When filing your expense reports, make sure to attach your original 
receipts, record beginning and ending mileage figures, and record the 
itemized expenses on your hotel bill separately. These are the most 
common reasons for expense reimbursement delays. 


Save the document in the Lesson01 folder located in the Word Core 
Practice folder on your hard disk with the name Expense Reminders 01, 
and then close the document. 


Exercise 2: Use the Office Assistant to find information on how to type 
over existing text. 


Sample files 
for the lesson 


ch 


201 


Editing a Document 


After completing this lesson, you will be able to: 


Open a file. 

Navigate through a document. 

Scroll through text. 

Insert text in a document. 

Select text. 

Edit a document by deleting and restoring text. 
Create a folder. 


Se a He 


Save a file with a different name. 


Before the days of computer and word processing programs, any corre- 
spondence done by hand or on a typewriter could include crossed-out 
words, correction fluid, or spelling and punctuation errors. People simply 
couldn’t edit without starting over or having flaws in their document. 
Now that most personal and business correspondence is typed on a 
computer using a word processing program, there are no more excuses 
for crossed-out words or correction fluid. 


With Microsoft Word you can quickly and efficiently edit letters, docu- 
ments, reports, newsletters, memos, and faxes. Word displays a red wavy 
line if a word is misspelled or unknown and displays a green wavy line to 
indicate incorrect or questionable grammar usage. 


In this lesson, you will learn how to open a file that you already created. 
Then, because the Word window often displays only a portion of a doc- 
ument at a time, you’ll learn how to scroll to view different parts of a 
document. You’ll move the insertion point around the document by using 
the mouse pointer and by pressing keys on the keyboard. 


After learning how to navigate through a document, you'll begin to edit. 
To edit, you first need to identify the text that you want to change. Word 
provides shortcuts so that you can select text by the word, line, sentence, 
paragraph, or the entire document. After you select the desired text, you’ll 
learn how to delete the selection. When you’re finished editing the docu- 
ment, you’ll save the file. 


In this lesson, you will learn how to create a folder in which to save the 
file and how to save the file with a different name. You’ll also save the file 
in a different format so that it can be used by other word processing pro- 
grams. 


To complete the procedures in this lesson, you will need to use the practice 
file Brochure 02 in the Lesson02 folder in the Word Core Practice folder 
that is located on your hard disk. You’ll use this file to navigate through 
the document, edit text, and save the file with a new name. 
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Opening an Existing File 


After you save a Word document, you can reopen it later to review its 
contents or make changes. You’ll need to navigate to the folder containing 
W2000.4.2 the document and then open the document itself. 


Word keeps track of the last four documents that you opened. Word dis- 
plays the names of these files at the bottom of the File menu so that you 
can open them with only a couple of mouse clicks. To open a file that is 
not listed at the bottom of the File menu, you use the Open dialog box. 


In this exercise, you open an existing file. 
4 If necessary, start Word. 


On the Standard toolbar, click the Open button. 
The Open dialog box appears. 


3 Click the Look In down arrow, click the icon for your drive, double- 
click the Word Core Practice folder, and double-click the Lesson02 
folder. 


The contents of the Lesson02 folder appear in the Open 
dialog box. 


SkillCheck Lesson 02 
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4 Click the file Brochure 02, and click the Open button. 


The file Brochure 02 appears in Word, and the Open dialog box 
closes. 


Keep this file open for the next exercise. 


impact Public Relations 


Impact Public Relations (Impact PR), was established in 1990 to provide a forum 
for professiosal Public Relations consultants throughout the state to meet, 
exchange views about general business issues affecting the profession, and and 
further skills development. 


Meetings are held the second Tuesday of aech month. The meeting format 
follows an informat! agenda whichmay include member introductions, a short 
organization business review and a professional skills presentation by an expert 
guest speaker 


Membership open to individuals who provide personal relations consulting 
services. There are two categories of members, General and Associate. General 
Members are those who earn at least 80% of their annual income as time or 


Navigating Through a Document 


To change existing text in a document, or to edit, you first move the inser- 
tion point to the location where you want to make a change. The mouse 
w2000.3.4 pointer, the arrow keys on the keyboard (used to move the mouse pointer 
or insertion point up, down, left, or right), and the scroll bars are all navi- 
gation tools that help you to move through a document. 


To move the insertion point by using the mouse, simply move the I-beam 
pointer (the pointer that looks like a capital I) to the location where you 
want the insertion point to appear, and click. 


important 

In a new, blank document, you cannot move the insertion point with the 
arrow keys or the mouse. You can move the insertion point only to places 
in the document that include text, tables, or graphics. 
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The following table lists each keyboard key or key combination that can 
be used to quickly move the insertion point. A key combination is a com- 
bination of keyboard keys used to perform a function, instead of using the 


mouse pointer to perform the same task. For example, if the key combina- 
tion is Ctrl+Home, you press and hold the Ctrl button while pressing the 
Home button. Word moves the insertion point to the beginning of the 


document. 

Left arrow key Left one character (one unit of space, such as 
a letter, number, punctuation mark, or other 
symbol). 

Right arrow key Right one character. 

Down arrow key Down one line. 

Up arrow key Up one line. 

Ctrl+Left Arrow Left one word. 

Ctrl+Right Arrow Right one word. 

Home To the beginning of the current line. 

End To the end of the current line. 

Ctrl+Home To the beginning of the document. 

Ctrl+End To the end of the document. 

Page Up Up one full screen. 

Page Down Down one full screen. 

Ctrl+Page Up To the beginning of the previous page. 

Ctrl+Page Down To the beginning of the next page. 


In this exercise, you move the insertion point using the keyboard and ~ 
the mouse. 


4 Click after the letter M in the word Meetings, which is the first word 
in the second paragraph, and press the Left arrow key to move the 
insertion point one character to the left. 


The insertion point moves one character to the left. It is positioned in 
front of the letter M in Meetings. 


Z Press the Down arrow key. 
The insertion point moves one line down. It is positioned at the begin- 
ning of the second line in the paragraph. 
3 Press the Up arrow key. 
The insertion point moves up in front of the M once again. 
& Press the Right arrow key. 
The insertion point returns to where you started, directly after the M. 
5S Press Ctrl+Right Arrow. 


The insertion point moves to the beginning of the word are. 
@ Press Ctrl+Left Arrow. 
The insertion point moves to the beginning of the word Meetings. 
Press the End key. 
The insertion point moves to the end of the line. 


-a 
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8 Press the Home key. 

The insertion point moves to the beginning of the line. 
9 Press Ctrl+Home. 

The insertion point moves to the beginning of the document. 
10 Press Ctrl+End. 

The insertion point moves to the end of the document. 

Keep this file open for the next exercise. 


Scrolling Through Text 


Because the document window normally displays only a portion of a page 
at One time, you might need to move (or scroll) the view of the document 
to view another section of it. If your document has more than one page, 
you'll need to scroll to see the other pages of the document. The vertical 
scroll bar, scroll arrows, and scroll box move the document up and down. 
The horizontal scroll bar, scroll arrows, and scroll box move the document 
window left and right. 


Scroll Box 


j- — Vertical 
-Scroll Bar 


N Scroll Arrows 


TA Be ad RE 
Horizontal Scroll Box 
Scroll Bar 


The following table lists available scrolling tools and their functions. 


Do this Rutton To move the document view 
Click the Up 


scroll arrow 


Click the Down 
scroll arrow 


Click the Left 


scroll arrow 


Up one line at a time. 


Down one line at a time. 


Left a few characters at a time. 


Click the Right * Right a few characters at a time. 
scroll arrow 
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Up Scroll 
Arrow 


ia 


Down Scroll 
Arrow 


Do this 


Click above the 
scroll box on the 
vertical scroll bar 


Click below the 
scroll box on the 
vertical scroll bar 
Click left of the 
scroll box on the 
horizontal scroll bar 
Click right of the 
scroll box on the 
horizontal scroll bar 
Drag the vertical 
scroll box 

Drag the horizontal 
scroll box 


Click the 


Previous Page button 


Click the 
Next Page button 


To move the document view 


Up one screen at a time. 


Down one screen at a time. 


Left one screen at a time. 


Right one screen at a time. 


Continually forward or back- 
ward through the document. 


Continually left or right through 
the document. 


To the beginning of the previous 
page. 


To the beginning of the 
next page. 


In this exercise, you use the scroll bars and scroll arrows to move through 
a document. 


Click the Up scroll arrow once. 
The document moves up one line. 


The insertion point stays in the same place while the view of the 
document itself moves up, sliding the text down the screen. 


Click the Down scroll arrow. 


The insertion point stays in the same place while the document itself 
moves down, sliding the text up the screen. 


Click the scroll bar above the scroll box. 


The document moves down one screen. The first line of text on the 
previous screen is now the last line of text on the current screen. 


Click the scroll bar below the scroll box. 


The content moves down one screen. 


Drag the scroll box up to the top of the scroll bar. 


The text that you see in the window moves along with the scroll box, 
and a yellow ScreenTip tells you which page you are currently 


scrolling. 
Press Ctrl+End. 


The insertion point moves to the end of the document. 
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Select Browse 
Object 


oO 


Browse By Page 


Previous Page 


Next Page 


W2000.1.8 


R 
Overtype 


7 On the vertical scroll bar, click the Select Browse Object button. 
The Select Browse Object menu appears. 


@ = Click the Browse By Page button. 


The view and the insertion point move to the beginning of the 
next page. 


9 Click the Previous Page button. 


The view and the insertion point move directly to the beginning of the 
previous page. If the insertion point is already on the first page of the 
document, the Previous Page button moves the insertion point to the 
beginning of that page. 

40 Click the Next Page button. 


Both the view and the insertion point move directly to the beginning 
of the next page. If the insertion point is already on the last page of 
the document, the Next Page button moves the insertion point to the 
beginning of that page. 

44 Press Ctrl+Home. 
The insertion point moves back to the beginning of the document. 


Keep this file open for the next exercise. 


Inserting Text in a Document 


One of the first steps to being able to edit a document is learning to insert 
text. Word provides two modes to insert more text. For example, if the 
annual report for your company was typed without a current list of all the 
board members, the names of the board members can be inserted later. 
Word uses Insert mode when you start the program. In Insert mode, when 
you type new text, the existing text moves to the right. The other choice is 
Overtype mode. In Overtype mode, existing text is deleted and replaced by 
the next text you type, including spaces. 


Research shows that a majority of users prefer Insert mode, so Insert mode 
is Word’s default mode. Double-clicking the Overtype button toggles 
between Insert and Overtype modes. A toggle is a button that alternately 
turns an option on or off each time that the option is selected. 


In this exercise, you insert text into a document. 


4 inthe last line of the first paragraph, click just before the first s in the 
word skills to position the insertion point. 


2 Type individual, and press the Spacebar. 


The new text is added at the insertion point, moving the existing text 
to the right. 


Keep this file open for the next exercise. 
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Selecting Text 


To edit text in a document, you must first select the desired text. One way 
to select text is to hold down the mouse button and then drag the inser- 
tion point over the text that you want to select. You deselect text by click- 
ing anywhere within the document window. You can tell when text is 
selected because it appears highlighted (selected text usually appears white 
with a black background). Any changes will affect the selected text. 


To select blocks of text quickly, Word uses a selection area. The selection 
area is any location to the left of the left margin of the document. You can 
tell when the pointer is in the selection area because the I-beam changes to 
a right-pointing arrow. 


The following table summarizes the methods for selecting blocks of text. 


To select Do this 


One word Double-click the word. 


A line Click the selection area to the left of the line. 
(The mouse pointer changes to a right-pointing 
arrow when it is in the selection area.) 


A sentence Hold down the Ctrl key and click anywhere in 
the sentence. 
A paragraph Double-click the selection area to the left 


of any line in the paragraph, or triple-click 
anywhere in the paragraph. 


An entire document Hold down the Ctrl key and click anywhere in 
the selection area, or triple-click anywhere 
in the selection area. 


In this exercise, you select and deselect text. 


1 Double-click the word Tuesday in the second paragraph. 
The entire word is selected. 
2 Click within the word Tuesday to deselect it. 


B Move the mouse pointer to the selection area of the first line in the 
second paragraph. 


4 Click once in the selection area. 
The entire line of text is now selected. 
5 Hold down the Ctrl key. 


6 Click within the sentence containing the word Tuesday, and release 
the Ctrl key. 


The entire sentence is now selected. 


7 Move the mouse to the selection area, keeping the mouse pointer 
level with the paragraph containing the word Tuesday. 


® Double-click the selection area. 
The entire paragraph is now selected. 

9 Click within the document outside the selection area. 
The paragraph is no longer selected. 
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Overtype 


$0 Triple-click within the paragraph. 
The entire paragraph is now selected. 
41 Hold down the Ctrl key. 
42 Click the selection area. 
The entire document is selected. 
43 Click within the document. 
The document is no longer selected. 
74 Triple-click the selection area. 
The entire document is selected. 
45 Click within the document to deselect it. 
Keep this file open for the next exercise. 


Deleting and Restoring Text in a Document 


Now that you know how to select text, you can easily delete a selected 
block of text. To delete a large section of text, select the text, and press 
Delete or Backspace. You can save time by selecting large areas of text 

to be deleted, rather than deleting the text character by character. 


For example, in the annual report that you prepared for your company, 
you typed the introduction message from your company’s president; how- 
ever, the president has now decided to write it himself. You don’t have to 
delete the letter one character at a time, instead select the entire letter, and 
press Delete. Now the page is blank and ready for the President to add his 
own letter. 


To delete a single character, position the insertion point to the left of the 
character and press Delete, or to the right of the character and press Back- 
space. To delete text using the keyboard, you use the key combinations 
listed in the following table. 


Press To delete a werd 


Ctrl+Backspace To the left of the insertion point. 
Ctrl+Delete To the right of the insertion point. 


tip 
If you use either of these key combinations while the insertion point is 
positioned within a word, you delete the part of the word before or after 


the insertion point, respectively. 


Another way to delete text is to use Overtype mode. Double-click 
Overtype on the status bar to turn on Overtype mode. When Overtype 
mode is turned on, you type over the existing text. 


Word keeps track of the editing changes that you make in a document so 
that you can easily remove a change and restore the text to the way it was 
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prior to making the edits. If you make a mistake while editing, on the 
Standard toolbar, you can click the Undo and Redo buttons to change and 
restore text. 


Undo Redo 


To undo an action, click the Undo button. If you undo an action by mis- 
take and need to restore or redo the action, you can do so by clicking the 
Redo button. To undo or redo multiple actions, click the down arrow to 
the right of the Undo or Redo button and select the action that you want 
to undo or redo. All actions completed after the one that you select in the 
list are also undone. Although most actions can be undone, actions such as 
saving and printing cannot. 


In this exercise, you delete and restore text to fix some of the errors in the 
document. 


4 Click the insertion point to the right of the last s in the misspelled 
word professiosal in the first paragraph. 


2 Press the Delete key. 

The letter s is deleted, and the remaining text is shifted to the left. 
3 Type n. 

The red wavy line is removed. 


4 In the second paragraph, position the insertion point to the right of 
the letter t in the word Informatl. 


Æ$ Press Backspace. 
The t is deleted, and the red wavy line is removed. 


& Inthe second paragraph, position the insertion point in front of the a 
in the misspelled word aech. 


7 = On the status bar, double-click Overtype. 
Overtype The Overtype mode is turned on. 


SB Type ea. 
The word is changed, and the red wavy line is removed. 
9 On the status bar, double-click Overtype. 
The Overtype mode is turned off. 
410 Double-click the word personal in the third paragraph. 
The word personal is selected. 
411 Type public. 


The word personal is replaced with the word public, and the rest of 
the text moves to the right as you type. 


12 Double-click the selection area to the left of the first paragraph. 
The paragraph is selected. 

413 Press Delete. 
The paragraph is deleted. 
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14 On the Standard toolbar, click the Undo button. 

The deleted paragraph is restored and is also selected. 
15 On the Standard toolbar, click the Redo button. 

The paragraph is deleted again. 
46 Click the Undo button again. 

The deleted paragraph is restored and is also selected. 


17 Press the Down arrow key. 
The paragraph is deselected. 

48 Click after the second occurrence of the word and in the last sentence 
of the first paragraph. 

73 Press Ctrl+Backspace. 
The word and is deleted. 

20 Press Ctrl+Right Arrow twice to move the insertion point to the 
word individual. 

41 Press Ctrl+Delete. 
The word individual is deleted. 
Keep this file open for the next exercise. 


Creating a Folder 


After you create a document, you might want to save the document in a 
folder. A folder is a storage area on your computer’s hard disk or a network 
W2000.4.4 drive. A network is a system of computers connected by communications 
links. When a computer is connected via a network, you can use one com- 
puter to access the hard disk of another computer on the network. You 
490 can create folders to store files by project, author, file type, or just about 
any organization scheme you can imagine. 


You can now delete files and 


folders f ithin the O d : F 
fos AaS ee seni For example, you might have a folder named Memos. In this folder, you 


file or folder that you want to store all the memos that you send to your boss. You might choose to have 
delete, and click the Delete button. — 3 subfolder (a folder within a folder) in your Memo folder named Sent 
__. Marketing. This is where you store memos that you send to the marketing 
X department. You could even have another subfolder in your Memo 
Delete folder called Sent Finance. This folder contains the memos that you send 
to the finance department. Now when you open the Memo folder, you 
won’t have to wade through all the memos you have sent; instead, you 
have sorted and saved them in subfolders, so they are quick and easy to 
find and retrieve. 


Word makes creating folders easy directly from the Save As dialog box. 
With Word’s file management features, you can easily organize, locate, 
and create folders to store documents and save files with different names. 
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In this exercise, you create a folder. 


1 On the File menu, click Save As. 


The Save As dialog box appears and displays the content of the 
Lesson02 folder, which is the last folder that you used. 


5] 2 Click the Create New Folder button. 


The New Folder dialog box appears. 


Create New Folder 


New Folder 


3 Type My Exercises in the Name box, and click OK. 


The New Folder dialog box closes, and the Save As dialog box appears 
and displays the My Exercises folder. The file Brochure 02.doc is listed 
in the File Name box because it is the file that is currently open. 


4 Click the Cancel button. 
The Save As dialog box closes and the file is not saved. 


Saving a File with a Different Name 


You might find it necessary to make a copy of a file. You can keep the 
original on hand for safekeeping or for comparison and then make 
W2000.4.3 changes to a new version. For example, the marketing manager at Lake- 
wood Mountains Resort creates a revised brochure each year. When it’s 
time to create a new brochure, she opens the previous version and saves it 
with a new name. Using the previous brochure helps create the new bro- 
chure quickly and efficiently with just a few updates. Saving the new 
brochure with a new name preserves previous versions to maintain a his- 
torical archive. 


In this exercise, you save the current file with a different name in the My 
Exercises folder. 


1 On the File menu, click Save As. 


The Save As dialog box appears. The content of the LessonO2 
folder appears. 


2 Double-click the My Exercises folder. 
The My Exercises folder opens. 
3 Click after Brochure 02 in the File Name box. 
Press the Spacebar, and type Edited. 
§ Click the Save button. 


The Save As dialog box closes, and the file is saved with the name 
Brochure 02 Edited.doc. The file's new name appears in the title bar of 
your document. 


cei 
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tip 

You should make a backup copy of important files to protect against losses 
from computer crashes, viruses, accidental changes, or deletions. You can 
save copies of files to floppy disks or to a network disk (a disk that is physi- 
cally located on another computer, but is available to users on the same 
network), if one is available. The best way to safeguard files is to use a tape 
backup system. 


KSOFT o> 


ASIN Saving a File in a Different Format 


Microsoft® 


Your computer at work has Office 2000 installed, but you have a dif- 
ferent word processing program installed on your computer at home. 
W2000.4.3 You need to take work home with you to meet deadlines, but if you don’t 
have the same computer software as your company, how will you be able 
to work at home on your computer? Luckily, Word allows you to save 
a document in another format. Saving a file in a different format is useful 
when the document needs to be used in another word processing pro- 
gram, in an earlier version of Word, or if you want to use the document 


as a Web page. You can save your document at work in Rich Text For- 
mat (.rtf) so you’ll be able to read the document at home using other 
Microsoft programs such as Windows Notepad or WordPad. 


A file format is the way in which information is stored in a file so that 
a program can open and save the file. A file’s format is indicated by the 
three-letter extension after the file name. For example, when you save 
a new document in Microsoft Word 2000, by default, Word stores it in 
Word 2000 format with a .doc file extension. Files saved in Rich Text 
Format have the .rtf extension, and files saved in text-only format have 
the .txt extension. 


To save a file in Rich Text Format: 


4 On the File menu, click Save As. 

In the File Name box, type a new name for the document. 
Click the Save As Type down arrow. 

Click Rich Text Format. 

Click Save. 

The file is saved in the selected format. 


“ 8&2 &@N 
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Save 


Close 


Lesson Wrap-Up 


In this lesson, you learned how to open an existing file and navigate 
through a document using the scroll bars, arrow keys, and insertion point. 
You also learned how to edit a document by inserting, selecting, and delet- 
ing text, and how to manage files by creating a folder and saving a file 
with a different name and in a different format. 


If you are continuing to the next lesson: 


4 On the Standard toolbar, click the Save button to save changes made 
to the Brochure 02 Edited file. 


The changes are saved to the file. 
2 On the File menu, click Close to close the file. 
The file closes. 


If you are not continuing to other lessons: 


1 On the Standard toolbar, click the Save button to save changes made 
to the Brochure 02 Edited file. 


The changes are saved to the file. 
2 Inthe top-right corner of the Word window, click the Close button. 
The file closes, and the Word program closes. 


Lesson Glossary 


arrow keys Keys on the keyboard that are used to move the mouse 
pointer or insertion point up, down, left, or right to various 
locations in a document. 


backup A copy of a file or an entire disk for use in the event that the 
working copy becomes damaged or lost. 


file format The way in which information is stored in a file so that a 
program can open and save the file. A file’s format is indicated by a 
three-letter extension after the file name. 


Insert mode A mode of operation used to place text or a graphic at the 
location of the insertion point. When you type new text, existing text 
is moved over, not deleted. Text or graphics before and after the 
insertion point adjust to accommodate the inserted item. 


key combination A combination of keyboard keys used to perform a 
function, instead of using the mouse pointer to perform the same 
task. 


network A system of computers connected by communications 
links. When a computer is connected via a network, you can use 
one computer to access the hard disk of another computer on 
the network. 


Overtype mode A mode of typing, in which existing text is replaced by 
new text. 
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redo An operation that allows the last action undone to be reversed 
or redone. 


scroll To move the on-screen view to reveal other portions of a 
document. 


undo An operation that allows the last action performed to be reversed, 
or undone. 


Quick Quiz 


4 How do you delete a document in Word? 


What are three ways that you can scroll forward through 
a document? 


B Ifyou make a mistake when editing a document, what can you 
do to fix the problem? 


& What keys do you press to select text to the right of the 
insertion point? 

5 What is the Select Browse Object button used for? 

6 What are two ways to open a recently opened document? 


7 What menu command do you use to open an existing file? What tool- 
bar button? 


G What is the difference between scrolling and moving the 
insertion point? 
9 How can you select a sentence within a paragraph? 


important 
In the Putting It All Together section below, you must complete Exercise 1 
to continue to Exercise 2. 


Putting It All Together 


Exercise 1: If necessary, start Word. Open the file SkillCheck Lesson 02, 
in the Lesson02 folder in the Word Core Practice folder that is located on 
your hard disk, and make the following edits. 


© Type the word provides before the misspelled word comprejensive 
in the first sentence. 


M Replace the first occurrence of the word for with the word to in 
the first sentence of the first paragraph. 


M Delete the second occurrence of the word has in the sentence 
beginning A full service agency. 


M Replace the Senior Vice President’s name at the end of the letter 
with your own. 
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W Select the last sentence in the third paragraph, which begins with 
We believe, and delete it. 


M At the end of the document, add three blank lines after Sincerely 
to allow room for the signature. 


© Change the date to January 1, 2000. 
M Make spelling corrections as needed. 


The finished document should look similar to the following illustration. 


January 1, 2000 


Mr. and Mrs. George Billingsley 
Billingsley Inc. 

5678 Eim Street 

Hinesburg, VT 50265 


Dear Mr. and Mrs. Billingsley, 


This letter is In response to your request for information about the services provided by Impact Pubic Relations (impact PR). Impact 
PR provides comprehensive publie relations services Including advertising and marketing communications services for a variety of 


diverse corporations, businesses and non-profit organizations. A full service agency, Impact PR has handled public relations and 
advartising for everything from sewing machines and frozen foods to computer software applications and book promotions. 


Impact PR works with m variety of clients in the Northern New England area, Boston, New York, and New Jersey In the fields of 
manufacturing, healthcare, financial services, education, and computer software, Impact PR also offers in-house graphic design 
Capabilities to produce distinctive, results-oriented advertising and collateral Including annual reports, brochures, corporate Identity, 
logos and more. 


With a philosophy of providing hands-on attention and personalized service for our clients, Impact PR ie committed to creative, high- 
quality work, innovative solutions and responsive service. 


Please feei free to contact me for more Information. | can be reached by phone at 303-555-0120, or by e-mail at 
sorneone@rnicrosoft.com 


Sincerely, 


[your name] 
Senior Vice President 


Exercise 2: Create a subfolder named Putting It All Together in the Les- 


son02 folder, and then save the edited file from Exercise 1 in the new 
folder as SkillCheck Lesson 02 Edited. 


Sample files 
for the lesson 


ch 


37 


Using Templates 
and Wizards 


After completing this lesson, you will be able to: 


Y Use a Word template. 
Y Create a template. 


VY Usea wizard to create a document. 


When you use Microsoft Word templates and wizards, you save yourself 
a lot of time. For example, suppose that your boss has decided that you 
will be in charge of all the internal company correspondence. Your new 
job duties include sending out a weekly memo to all employees, faxing 
updates to various departments, and creating a monthly newsletter. 
Rather than having to recreate the layout and design each memo or news- 
letter that you create or even having to retype standard information each 
time that you create a letter or fax, you can use a template. A template is 
a document that contains built-in text, styles, and other formatting that 
can be used to create other documents that will share the same basic 
formatting. 


You can use an existing document to create a customized template. 
Creating a customized template is ideal when you’ve already spent sig- 
nificant time adding text, character and paragraph formatting, graphics, 
or styles to a document and want to use the same or similar formatting 
for other documents that you create. By creating a template from an 
existing document, you can avoid having to apply similar formatting to 
the other documents. You save the document as a custom template and 
modify it for further use. 


You also use a wizard to create a document. A wizard prompts you for 
information one step at a time and then generates a formatted document 
based on your answers. 


In this lesson, you will learn how to create a document using a template, 
create a template, and use a Word wizard to create a document. 


To complete the procedures in this lesson, you will need to use a file 
named IPR January 00 Flyer 03 in the Lesson03 folder in the Word Core 
Practice folder that is located on your hard disk. You’ll use this file to 
create and save a custom template. 
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Using a Word Template 
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Every Word document is based on a template. The template determines 
the basic properties of the document, such as the margins and the layout 
con (how text is displayed on paper). The template also defines the character- 
istics of the text, such as its font, font size, and font style. Most documents 
are generated from a generic template called the Normal template. The 
Normal template is the default template in Word. When you click the New 
Blank Document button on the Standard toolbar, a new blank document is 
created based on the Normal template. 


OFFICE 


Word has many built-in templates, each categorized by type. These 
templates allow you to create documents for specific uses such as fax 
sheets, memos, resumes, and letters. Templates contain both preformatted 
text and placeholder text. Preformatted text includes headings and other 
entries that you don’t need to change. For instance, a memo template 
might contain the title Memorandum, displayed in a particular font, font 
size, and font style. Other preformatted memo text includes To:, From:, 
and Re:. Placeholder text is temporary because you will either delete it or 
replace it with your own text. Placeholder text usually provides a brief 
explanation of what you can type to replace the placeholder text. For 
example, a memo template might contain the placeholder text [Your name 
here], which indicates that you should replace the placeholder text with 
your name. 


In this exercise, you use a ready-made Word template to create a fax sheet, 
enter text, and then save the new document. 


1 On the File menu, click New. 
The New dialog box appears. 
2 Click the Letters & Faxes tab. 


J 8 8 


Fax Wizard Letter Wizard Mailing Label 
Wizard 


Professional Professional 
Fax Letter 
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3 Double-click the Contemporary Fax icon. 
The Contemporary Fax template appears. 


{Click here and type name] Fax: [Click here and type fax romnber] 


| [Click here and type name) Date: 10/1/99 


[Click here and type subject of fax] Pages: [Click hem and type mmber of pages] 


[Click here and type name] 


D Urgert O For Review O Please Comment O Please Rely D Pease Recycle 


Notes; Select this text md delete it or replace it with your ovm. To save changes to this template 
for fisbure use, choose Save As from the File mem. Inthe Save As Type box, choose Docanert 


Template. Next time you vrant to use it, choose New from the File mer, and then double-click 


In the top-right corner of the document, click the placeholder text 
for the address. 


The placeholder text is selected and you can begin typing. 
Type Impact Public Relations, and press Enter. 

Type 4567 Main Street, and press Enter. 

Type Charlotte, VT 80227, and press Enter. 

Click the placeholder text to the right of the word To:. 
The placeholder text is selected and ready for your entry. 
Type Mr. and Mrs. Bergman. 

Replace the rest of the placeholder text as follows: 


Fax: 303-555-0100 

From: Lisa Jacobson 

Re: Services provided by Impact Public Relations 
Pages: 2 

eC: Jeff Adell 


41. Double-click the box to the left of the words For Review. 
A check mark is inserted in the box. 


T2 Scroll down, if necessary, and select the paragraph to the right 
of the word Notes:. 


43 Type the following: 


Please see the attached letter for a summary of our services. Please 
feel free to contact me for more information. 


[=] 44 On the Standard toolbar, click the Save button. 
bate The Save As dialog box appears. 
45 Inthe File Name box, type ImpactPR Fax 03. 
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46 |f necessary, click the Save In down arrow, and navigate to the 
Lesson03 folder in the Word Core Practice folder on your hard disk. 


no3 


D Les 


IPR January 00 Flyer03 .doc 


ImpactPR Fax03} 


d Document (*,doc) 


47 Click the Save button. 
Word saves the document. 


18 On the File menu, click Close to close the template. If you are 
prompted to save changes, click No. 


Creating Your Own Template 


After the meeting coordinator at Impact Public Relations finished creating 
the monthly meeting announcement flyer, she realized she would save time 
with future flyers by creating a template from the existing flyer. Now, 
when she creates a new flyer, she can save herself time by basing the new 
flyer on this template. 


A template created from a document has the same characteristics, format, 
and text as the original document. You create a template by saving a doc- 
ument as a template, modifying the template so that it is more generic in 
nature, and saving any modifications that you make. The next time that 
you open the template, it is ready for you to update. 


tip 

If you save a template in the Templates folder, the template appears on the 
General tab when you click New on the File menu. To create custom tabs 
for templates in the New dialog box, create a new folder in the Templates 
folder and save your templates in that folder. The name that you give the 
folder will appear on a new tab. In Microsoft Windows 95 or 98, the Tem- 
plates folder is located by default in the C:\Windows\Application 
Data\Microsoft folder or the:\Windows\Profiles\[User_name]\Application 
Data\Microsoft folder. In Microsoft Office 2000, the Templates folder is 
located in the C:\Windows\Profiles\/User_name] folder. The user name 
refers to your own name or the name of the person logged on the computer 
when this folder is opened. 
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In this exercise, you create a template from a file. You then create a file 
from the template. 


4 On the Standard toolbar, click the Open button. 
The Open dialog box appears. 


2 Click the Look In down arrow, click the icon for your drive, double- 
click the Word Core Practice folder, and then double-click the 
Lesson03 folder. 


The contents of the Lesson03 folder appear in the Open dialog box. 
B= Click the file IPR January 00 Flyer 03 and click the Open button. 


The file IPR January 00 Flyer 03 appears in Word and the Open dialog 
box closes. 


4 On the File menu, click Save As. 
The Save As dialog box appears. 


5 Inthe File Name box, type IPR Flyer Template 03, click the Save As 
Type down arrow, and click Document Template (*.dot). 


Notice that the template will be saved in the Templates folder. 


Favorite 


A 


& Click the Save button. 
The template is created. 


7 ~~ Select the word January in the third line of the main title, and 
type Month. Then select January 20th, and type Date. 


The month and the date are replaced with generic text. 
8B Select the title Business Plans that Work!, and type Title. 


w 9 On the Standard toolbar, click the Show/Hide {| button so that you 
— can see the formatting marks in the document. 


Show/Hide 9 


410 Select the following text, but leave the paragraph symbol at the end 
of the sentence unselected, and then press Delete: 


Carolyn Seeley will demonstrate how to create, review, and adjust 
a business plan for a startup company. 
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47 Select the bulleted list, but leave the paragraph symbol at the end of 
the sentence of the last bullet unselected, and then press Delete. 


42 Click the Show/Hide §] button to hide the formatting marks. 
The flyer should look like the one shown below. 


Show/Hide f 


Impact PR 
Meeting Announcement 


Month 2000 


Join us Thursday morning, Date, 7:30AM. 
For 
é 


Where: 
The offices of Impact Public Relations, 4567 Main Street, Charbtte, Vermont. 


Who: 
Using the same processes, you can: 


JieHOI oook o kkk abot tokok ok ak tek tok otek ak ater ak atok don ok HOR OK HOR KAR 


Other Notes 
= For quemo call Lisa Jacobacd ar 100-334-Di DI. 


a 43 On the Standard toolbar, click the Save button and close the template. 


44 On the File menu, click New to create a document based on 
the template. 


The New dialog box appears. 


45 If necessary, click the General tab, and double-click the IPR Flyer 
Template 03 icon. 


A new document is created based on the template. 
46 Double-click the word Month, and type February. 
417 Double-click the word Date, and type February 17th. 
48 On the Standard toolbar, click the Save button. 


43 Inthe File Name box, type IPR February 00 Flyer. Click the Save In 
down arrow, and navigate to the Lesson03 folder in the Word Core 
Practice folder on your hard disk. 


"i Z0 On the Standard toolbar, click the Save button, and close the February 
= flyer. If you are prompted to save changes, click No. 


Word saves and closes the document. 
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Creating a Template from a Template 


The letterhead for Impact Public Relations doesn’t show the new com- 
pany logo. You could create a letterhead template from a template so 
that you don’t have to insert the logo every time that you need to use 
the letterhead. To create a template from an existing template, on the 
File menu, click Save As, type the name of the template in the Save As 
dialog box, click the Save As Type down arrow, click Document 
Template, and then click the Save button. Your newly saved template 
will appear on the General! tab in the New dialog box. 


Using a Wizard 


You can also automate the creation of a document by using one of Word’s 
many wizards. You can use wizards to create memos, letters, faxes, and 
many other business documents. The major difference between a wizard 
and a template is that a wizard walks you through text entry for many 
parts of a document. By contrast, a template simply displays placeholder 
text that you replace on your own. After you create a document by using 
a wizard, you will still need to replace some placeholder text. However, 
you'll notice much less placeholder text than if you had created the same 
document by using a template. 


W2000.4.5 


In this exercise, you create a document using the Memo Wizard, and you 
modify and save the memo. 


1 On the File menu, click New. 
The New dialog box appears. 
2 Click the Memos tab. 


ryi Elegant Memo Memo Wizard Professional 


Memo 
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3 Double-click the Memo Wizard icon. 
The first Memo Wizard dialog box appears. 


Mass Wizard ee toll 
Memo Wizard ia 


This wizard creates a mem that is tailored 
to your preferences. 


| 
| 


E 
T 
7 
T 


4 Click the Next button. 


The next wizard dialog box appears, asking which style of memo 
that you want to use. 


5 Click the Elegant option, and click Next. 


The next wizard dialog box appears. The Yes. Use This Text option 
is already selected. 


6 Type IPR Memo 03 it the Title box, and click Next. 

The next wizard dialog box appears. 
7 Inthe From box, select the default text, and type Lisa Jacobson. 
8 Inthe Subject box, type Expense Report Reminders. 


Memo Wizard 


9 Click Next. 
The next wizard dialog box appears. 


10 In the To box, type All employees, and click Next. 
The next wizard dialog box appears. 


#1 Select the Writer's Initials check box, and type LJ in the Writer's 
Initials box. 


Lesson 3 Using Templates and Wizards 3.9 
Pn nS ee ee ee ee ee, | 


42 Click Next. 
The next wizard dialog box appears. 

43 Clear the Confidential check box, and click Next. 
The last wizard dialog box appears. 

44 Click Finish 


The Memo Wizard closes. Your customized memo appears in a 
new document window. 


IPR MEMO03 


DATE: 10/1/99 

TO: ALL EMPLOYEES 

CC: | CLICK HERE AND TYPE NAMES ) 
FROM: LISA JACOBSON 

RE: EXPENSE REPORT REMINDERS 


[ Click here and type your memo text } 


y 


15 Click the placeholder text next to the CC: line. 
16 Press Delete. 
The unwanted line is deleted. 


47 Click the placeholder text in the body of the memo and type: When 
filing your expense reports, be sure to attach your original receipts. 


Lesson Wrap-Up 


In this lesson, you learned how to create a document by using a template, 
how to create a template from a document, and how to use a wizard to 
create a document. 


If you are continuing to other lessons: 


4 On the Standard toolbar, click the Save button. 
The Save As dialog box appears. 


Save 


2 Navigate to the Lesson03 folder, and then save the memo as 
IPR Memo 03. 

B Click the Save button. 
Word saves the document. 


4 On the File menu, click Close. If you are prompted to save changes, 
click No. 


Word closes the file. 


If you are not continuing to other lessons: 


1 On the Standard toolbar, click the Save button. 


Navigate to the Lesson03 folder, and then save the memo as 
IPR Memo 03. 


Word saves the document. 
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& $ inthe top-right corner of the Word window, click the Close button. If 
Close you are prompted to save the changes, click No. 


Word closes the file and the Word program closes. 


Lesson Glossary 


default A setting that an application establishes when it is installed. It 
can be changed at any time. 


Normal template A general-purpose collection of page, paragraph, and 
character formats that you can use for any type of document. When 
you start Word or click the New Blank Document button, Word 
creates a new blank document based on the Normal template. 


placeholder text Temporary text that is in the position of the text that 
you'll replace. Placeholder text is already formatted in the document 
so that you don’t have to worry about the layout or formatting when 
you replace the text. Placeholder text includes formatted characters, 
words, and paragraphs, including headings and other entries. 


preformatted text Text that includes headings and other entries dis- 
played in a particular font, font size, and font style that you don’t 
need to change. 


template A document that contains built-in text, styles, and other for- 
matting that can be used to create other documents that will share 
the same basic formatting. 


wizard A feature that asks questions and then uses the answers that you 
enter to automatically layout and format a document. 


Quick Quiz 


From what dialog box do you open a Word template? 

What is the difference between a template and a wizard? 

What are two built-in wizards that Word provides? 

Under what circumstances would you want to create a template? 
Name three of the built-in templates that Word provides. 


aukh wn = 


When you create a document from a template, how can you be sure 
that you're not saving the document as the template that you used to 
create the document? 
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important 


In the Putting It All Together section below, you must complete Exercise 1 
to continue to Exercise2. 


Putting It All Together 


Exercise 1: If necessary, start Word. Use the Fax Wizard and the follow- 
ing information to create a fax that contains just a cover sheet with a note 
and is set up to print so that it can be sent from a separate fax machine. 
Address the fax to Mr. and Mrs. Ken Bergman, using the fax number 303- 
555-0188. Select the 

Professional cover sheet and include your name and the following address 
in the proper places: 

IPR 


4567 Main Street 
Charlotte, VT 80227 
303-555-0100 


Save the fax sheet as Bergman Fax 03 in the Lesson03 folder in the Word 
Core Practice folder. 


Exercise 2: Create a template from the fax that you created in the 
previous exercise. Open the Bergman Fax 03 document, and delete the 
information in the To: line and the Fax: line. Save the document as a 
template, name it Fax Template 03, and then close it. 


Sample files 
for the lesson 


ch 


4.1 


Formatting Text 


After completing this lesson, you will be able to: 


Use the Formatting toolbar to format text. 
Align text. 

Cut and paste text. 

Use drag and drop to edit text. 

Use collect and paste. 

Apply styles. 

Create a paragraph border. 

Add shading to a paragraph. 


Preview a document. 


= SeN SON Sew NN SS 


Print a document. 


Have you ever wished that you could change the format and layout of a 
document to place emphasis on key words and phrases? Or have you ever 
read a document that you created and printed, only to find that the infor- 
mation on page 3 should be where the information on page 2 is? Microsoft 
Word has numerous features to help you create and format the documents 
in just the way you want. Word also lets you move and copy information 
throughout the document or even to another document. 


In this lesson, you will learn how to apply formatting to make text bold, 
underlined, and italic, and you’ll learn how to change the size and font 
style of text. When you edit a document, you often need to move or copy 
text or other objects from one place to another. In this lesson, you will 
learn different methods for cutting and copying text and objects. You’ll 
practice copying and pasting text between different documents. You’ll 
learn how to modify the appearance of a paragraph by aligning text, creat- 
ing a border, and adding shading. 


To complete the procedures in this lesson, you will need to use a file 
named Brochure 04 in the Lesson04 folder in the Word Core Practice fol- 
der that is located on your hard disk. This document has been created to 
publicize the services of Impact Public Relations. You’ll change the 

text, formatting, borders, and shading. For the section in this lesson on 
moving and copying text, you’ll use the files Memorandum 04 and Logo 
04. These files contain text that you will paste in the brochure. 
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Using the Formatting 
Toolbar to Format Text 


W2000.1.2 Although in Word you can change the appearance of text in several differ- 

W2000.1.11 ent ways, using the Formatting toolbar is the quickest and easiest way to 
make most text changes. The Formatting toolbar has several buttons and 
lists that you can use to change text attributes. An attribute is a character- 
istic such as bold formatting, italics, lowercasing, underlining, font (the 
style of the characters), font size, and even text color. 


The boxes at the left end of the Formatting toolbar are, from left to right, 
the Style box, the Font box, and the Font Size box, as shown in the fol- 
lowing illustration. These boxes tell you the name of the style, the name of 
the font, and the size of the font currently in use. (Styles are covered later 
in this lesson.) You click the down arrows on the right sides of the boxes 
to open the boxes to display a content list. 


Style Font Font Size] | Underline 


Bold Italic 


When you select formatted text, the font and font size of the selected text 
appear on the Formatting toolbar, in the Font and Font Size boxes, only if 
the font and font size of the selected text is the same. If the font, font style, 
or font size varies throughout the selected text, the Font, Font Size, and 
Font Style boxes appear blank on the Formatting toolbar. If the selected 
text is bold, italic, or underlined, the relevant button on the Formatting 
toolbar appears recessed and in a lighter shade. 


You can also use the Formatting toolbar to remove formatting. For 
example, if you want to remove the bold formatting from a title, you sim- 
ply select the title text and click the Bold button. 


Lesson 4 Formatting Text 4.3 


In this exercise, you use the Formatting toolbar buttons to make text bold, 
italic, and underlined, and you use the Formatting down arrows to open 
lists on the Formatting toolbar to change the font and size of a heading. 


4 = = On the Standard toolbar, click the Open button. 
The Open dialog box appears. 


Click the Look In down arrow, click the icon for your hard disk, 
double-click the Word Core Practice folder, and then double-click the 
Lesson04 folder. 


The contents of the Lesson04 folder appear in the Open dialog box. 
3 Verify that the file Brochure 04 is selected and click the Open button. 

The file Brochure 04 appears in Word, and the Open dialog box closes. 
4 Select the heading line, Impact PR Network. 


5 On the Formatting toolbar, click the Bold button, and click the Italic 
button. 


The title appears bold and italic. 

6 Double-click the last word of the heading, Network, to select it. 
On the Formatting toolbar, click the Underline button. 

8 Click anywhere outside the selected text. 
The text is no longer selected, and the word Network is underlined. 


9 Triple-click the selection area (the area of the document to the left of 
the text). 


All text in the document appears selected. 


Bold 


Italic 


40 On the Formatting toolbar, click the Font down arrow. 
Underline A list of available fonts appears. 


Times Ne 


w Roman 10 = py oT 


Times New Roman 
“hm Arial ad 
h Wingdings BREIE Bey | 


T Albertus Extra Bold 


Tp Symbol ABXSEOT nlp 
% Century Schoolbook 
t AcmoSSK 

8 AGaramond 

& AGaramend Bold 

% Albertus Medium 


8 Albertus (W1) 
8 Albertus Xb (W1) y 


11 Scroll down, if necessary, and click Century Schoolbook. 
The text changes to the Century Schoolbook font. 
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42 On the Formatting toolbar, click the Font Size down arrow (to 
the right of the number 72). 


A list of font sizes appears. 


"Century Schoolboo! = (B Ie |B 


13 Click 10. 
The selected text is displayed in a smaller, 10-point font size. 
44 Click anywhere outside the selected text 
The text is no longer selected. 
45 On the File menu, click Save As. 
The Save As dialog box appears. 
16 Save the document as Brochure 04 Edited, and click Save. 


Word saves the document. 
Keep this file open for the next exercise. 


Applying Character Effects to Text 


You can apply formatting attributes and effects that are not available 
on the Formatting toolbar, such as superscript, subscript, strikethrough, 
and small caps character effects from the Font dialog box. When you 
use the Font dialog box, you can also change multiple attributes at once 
and display a sample of the selected attributes before you apply them 
to the text. Other attributes that are available only from the Font dia- 
log box include special effects such as shadowed or embossed text and 
color for underlined text. 


W2000.1.13 
W2000.3.16 


(continued) 
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continued 


To use the Font dialog box, you select the text that you want to format, 
and on the Format menu, click Font. Or before you begin typing text, 
on the Format menu, click Font. Then all text that you type will appear 
in the format that you selected in the Font dialog box until you change 
the formatting again. 


Aligning Text in a Document 


By default, text that you type has the Align Left alignment attribute 
applied. That is, text is aligned with the left margin. However, you can use 


Ww2000.2.1 the Center, Align Right, or the Justify attributes to align text. Centered 
text is placed equally between the left and right margins, right-aligned text 
is placed at the right margin, and justified text fills out all the space 
between the right and left margins. To align an existing paragraph, click 
anywhere in the paragraph and click one of the following buttons on the 
Formatting toolbar. 


Center Justify 


Align Align 

Left Right 
Use the alignment buttons on complete paragraphs rather than on charac- 
ters or phrases. You do not need to select all the text in a paragraph 


before you apply an alignment. You only need to click to place the inser- 
i tion point somewhere in the paragraph. 
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Align Right 


Align Left 


The following illustration shows the four different types of alignment 
attributes. 


Left Align Center Align 


The architecture of Microsoft Internet Explorer allows software developers to “host” the 

components they want in their applications, providing direct support For Intemet standards 

without the need to launch a separate program. The flexibility provided by this 

“com ponentization” crubles software developers to focus their energies on writing new and 

better applications, rather than focusing on the lowtevel plumbing required to support 
nternet standards. 


The architecture of Microsoft Internet Explorer allows software developers to “host” the 
com ponents they want in their applications. providing direct support For Internet standards 
without the need to launch a separate program. The flexibility provided by this 
“com ponentiratian” enables software developers to focus their energies on writing newand 
better applications. rather than focusing on the low-level plum bing required to support 
Internet standards. 


The architecture of Microsolt Internet Explorer allows software developers to “hast” the 

components they want in their applications, providing direct support For Internet standards 

without the need to launch a separate progam., The flexibility provided by this 

“com ponentization” enables software developers to focus their energies on writing new and 

better apptications, rather than focusing on the low-level plumbing required to support 
Internet standard, 


The architecture of Microsoft Internet Explorer allows software developers to “host” the 
components they want in their applications, providing direct support for Internet standards 
without the need to bunch a separate program. The flexibility provided by this 


“com ponentization” enables software developers to focus their energies on writing new and 
better applications, rather than focusing on the low-level plumbing required to support 
Jnternet standards. 


Justify Align Right Align 
In this exercise, you center, right-align, left-align, and justify text. 


4 Select the first heading line, Impact PR Network. 
2 On the Formatting toolbar, click the Center button. 
The heading line moves to the center of the document. 


3 Click anywhere in the first paragraph. 
4 On the Formatting toolbar, click the Align Right button. 
The paragraph moves to the right margin. 


Impact PR Network 


Impact PR (Impact Public Relations), was established in 1990 to provide a forum for 
professional public relations consultants throughout the state to meet, exchange views about 
general business issues affecting the profession, and further individual skills evelopment. 


Meetings are held the second Tuesday of each month. The meeting format follows an 
informal agenda, which may include member introductions, a short organization business 
review, anda professional skills presentation by an expert guest speaker 


Membership is open to individuals who provide personal relations consulting services, There 
are two categories of members, General and Associate. General Members are those who earn 
at least 80% of their annual income as time or project derived fees from public relations 
consulting services. All other members are considered Associate Members. Further 
information may be obtained from any officer 


For more information, contact Sue Jackson, Senior Vice President. She can be reached by 


phone at 303-555-0120, or by e-mail at someons@mucrosoft com. 


Impact PR Services 


5 On the Formatting toolbar, click the Align Left button. 
The paragraph moves back to the left margin. 
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Justify 
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Cut 


© On the Formatting toolbar, click the Justify button. 


The lines in the paragraph now extend to both the left and right mar- 
gins, except for the last line of the paragraph, which doesn't extend 
all the way to the right margin because it is shorter than the other 
lines. 


7 On the Formatting toolbar, click the Align Left button to return the 
text to its original alignment. 


Keep this file open for the next exercise. 


Cutting and Pasting Text 


When you cut and paste text, you are removing text from one location in 
a document and placing it in another location in the same document or in 
a different document. Copying and pasting duplicates the original infor- 
mation in another location or document. There are various methods for 
cutting and pasting text: you can click Cut and Paste on the Edit menu, 
use the mouse pointer to drag and drop text, or click the Cut and Paste 
buttons on the Standard toolbar. For example, the marketing manager at 
Impact Public Relations is updating the company brochure. The new bro- 
chure will contain information from an internal memorandum that was 
distributed to company employees. To save time, she will copy the infor- 
mation in the memo, rather than retyping it, and will paste the informa- 
tion into the brochure that she is updating. 


When you use the Copy command, text that you select is duplicated in a 
new location while remaining in the original spot. When you use the Cut 
command, the text that you select is taken from its original position and 
moved to another location. 


In this exercise, you copy selected text from one document to another, and 
cut and paste selected text within the same document. 


4 = = On the Standard toolbar, click the Open button. 


The Open dialog box appears with the contents of the Lesson04 
folder displayed. 


a Select the file named Memorandum 04 and click Open. 
Word opens the file. 

3 Triple-click the main paragraph of the memo to select it. 

4 On the Standard toolbar, click the Copy button. 


Nothing changes on the screen, but the text is copied. The main para- 
graph remains selected. 
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5 On the File menu, click Close to close the memorandum document. 
The brochure document is now visible. 

6 — Scroll down and click at the end of the document after the word 
Photography. 

7 — Press Enter twice. 
The insertion point moves two lines below the word Photography. 

B On the Standard toolbar, click the Paste button. 


The paragraph remains in the original document, and a copy of the 
paragraph is inserted at the new location in the brochure. 


h ere 04 teat thee. a Ohad BEES 
Peeps ee sai 


Video pern 
Corporate/Company Image 
Community Relations 
Photography 


In addition to the network division of Impact PR, we have decided to open a 
services division. The Network division will still operate as a non-profit 


organization providing a network forum for public relation consultants. And 
i] now, the Services division will provide a full range of high-quality public 
A - ‘en services to clients throughout the Northern New England areg. 


alg sisi 
tet [os oer a ie 


® Select the paragraph that you just inserted, and on the Formatting 
toolbar, click the Font Size down arrow, and then change the font 
size to 10. 


90 = Select the fourth paragraph which begins For more information. 


44 On the Standard toolbar, click the Cut button, and press Delete to 
remove the extra blank line. 


Cut 


The paragraph is removed from its location in the document and is 
placed on the Clipboard. 


42 Click the blank line below the word Photography (the last item in the 
list of services). 
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13 Press Enter to separate the paragraph with a blank line, and on the 
Standard toolbar, click the Paste button. 


The paragraph appears at the new location after the list of services. 


Paste 


ü Brochure 04 Edited.doc - Microsoft Word 


BP onscreen TEA EACLE RIERA NET IRA as 
Following is a list of services provided by Impact PR 
News Releases 
Public Information Campaigns 
Fundraising Campaigns 
Direct Mail 
Special Events 
Displays & Exhibits 
Website Production 
Video Production 
Corporate/Company Image 
Community Relations 
Photography 


For mors information, contact Sue Jackson, Senior Vice President. She can be reached by 
phone at 303.565 -0120, or by e-mail at someone@microsoft.com. 


In addition to the network division of Impact PR, we have decided to open a services division. 
The Network division will still operate as a non-profit organization providing a network 


a 14 On the Standard toolbar, click the Save button. 
_ Keep this file open for the next exercise. 


Using Paste Special 


The Paste Special command extends the capabilities of the Paste com- 
mand. In Microsoft Word, the Paste Special command uses Microsoft’s 
object linking and embedding (OLE) technology to integrate data cre- 
ated by other Microsoft Office programs. To understand the difference 
between Paste and Paste Special, consider what happens you paste part 
of an Excel worksheet into a Word document by using the Paste com- 
mand on the Edit menu or the Paste button on the Standard toolbar. You 
begin by copying a range of cells from the worksheet to the Windows 
Clipboard. You then switch to your Word document, position the inser- 
tion point where you want to paste the data, and the use the Paste com- 
mand or Paste button to insert the data into the Word document. The 
data from the worksheet appears in the Word document as a Word table, 
and you can format and edit the table text just as you would edit any 
table. 


W2000.1.9 


When you paste data that originated from a different program into a 
Word document, as in the above example, the pasted data is no longer 
associated with the original program. If you want to maintain an asso- 
ciation between the pasted content and the original application, you use 
the Paste Special command. You can use two basic approaches: you can 
either embed or link the Clipboard contents. 


(continued) 
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If you use Paste Special to embed the pasted contents, Word converts the 


pasted contents to an object and retains its association with the program 
in which the contents originated. In the Excel example, if you paste and 
embed the contents of an Excel worksheet into a Word document, the 


contents are converted to an Excel object that can be edited in Excel but 
not in Word. If you double-click the object, Word launches Excel, which 
you can then use to make changes to the data. The pasted contents are 
no longer associated with the original workbook file, but they are 
associated with the Excel program. 


Why is this useful? Suppose the cells that you copied from the Excel 
worksheet contained several formulas that make calculations on other 
cells. If you simply paste the data into Word, you lose all of these for- 
mulas. If you paste and embed the worksheet data as an Excel object, 
you can double-click the object, change formulas, or change other val- 
ues and then have Excel recalculate the formulas. When you exit Excel 
and return to your Word document, the changes you made in Excel 
appear in the Excel object. 


If you use Paste Special to link your pasted contents, Word creates a 
connection, or link, between the pasted data and the file (called the 
source file) in the originating application. For example, in the Excel 
example, if you copy a range of cells from an Excel workbook, and then 
paste and link the data in a Word document, Word converts the data to 
an Excel object and links it to the original workbook. If you double-click 
the Excel object, Excel launches Excel and opens the workbook that 
contains the pasted data. You can make changes to the workbook, and 
save your changes. Then in the Word document, you can update the 
Excel object to reflect the changes that have been made in the Excel 
workbook. 


So how is linking different than embedding? When you embed an ob- 
ject in Word, the object becomes part of the Word document. A connec- 
tion is made to the program in which the object originated, but not to 
the source file where the data originated. In other words, there is no 
longer any relationship between the Excel object in Word and the con- 
tents of the original workbook (source file). However, if you link pasted 
contents, the data are not truly part of the Word document—they remain 
part of the source file. Suppose you save and close your Word document 
after pasting and linking an Excel object. Now suppose you or anybody 
else opens the Excel workbook and makes changes to values or formu- 
las in the workbook, and then saves the workbook. When you reopen 
the Word document, you can click the Excel object, and then use the 
Link dialog box in Word to update the Excel object to reflect the changes 
you have made in the Excel workbook. 
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Using Drag and Drop to Edit Text 


To cut and paste without using the buttons, you can use the drag-and- 
drop technique. As is true with other editing techniques, you begin by 
W2000.1.9 selecting the desired text. To drag and drop, select the text, position the 
mouse pointer over the selected text, hold down the left mouse button, 
and then drag the selection to a new location. 


In this exercise, you use drag and drop to move text within a document. 


4 Click the selection area to the left of the word Photography to select 
the entire line. 


2 Position the mouse pointer over the selected text, and press and hold 
down the left mouse button. 


A dotted rectangle appears near the mouse pointer. 


S EEEE oe aa 
ae ae yyresatmesreet PPTA 
Following is a list of services provided by Impact PR: 


News Releases 

Public Information Campaigns 
Fundraising Campaigns 
Direct Mail 

Special Events 

Displays & Exhibits 

Website Production 

Video Production 
Corporate/Company Image 
Community Relations 


For more information, contact Sue Jackson, Senior Vice President. She can be reached by 
phone at 303-555-0120, or by e-mail at someone@raisrosoft com. 


In addition to the network division of Impact PR, mm have decided to open a services division. 
The Network division will still operate am a non-profit organization providing a network 


3 Drag the text, with the dotted rectangle, until the dotted line mouse 
pointer is directly in front of the N in News Releases (the top line in 
the list of services). 


4 Release the mouse button. 
The text moves to the new location. 
5 On the Standard toolbar, click the Save button. 


Word saves the document. 


Keep this file open for the next exercise. 
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ee Using Collect and Paste 


N Microsoft a 
o — 8 Office 2000 actually uses two clipboards—the Windows Clipboard (which 
aw you have already used in this lesson) and the Office Clipboard. The Win- 


W2000.1.9 dows Clipboard can store only one selection at a time. However, the Of- 
fice Clipboard can hold up to 12 items at a time, and you can paste any of 


200 | these items into documents—not just the item that you most recently cop- 
ew 


ied or cut to the Clipboard. You need to view the Office Clipboard’s tool- 

Although the Windows Clip- bar so that you can see its contents. 
board has been available in 
every version of Windows and 
Microsoft Office, the ability to 
cut or copy multiple items at a 
time to the Office Clipboard 
and then paste one or more 
items (called collect and 
paste) is new in Office 2000. 


When you position the mouse pointer over a Clipboard item that contains 
text, Word displays the first 50 characters of text. When you position the 
pointer over a Clipboard item that contains a picture, Word displays a 
ScreenTip labeled Picture 1, Picture 2 (or Item 1, Item 2), and so forth in 
the order in which the pictures were added to the Office Clipboard. 


The Clipboard toolbar appears automatically when you copy or cut two 
items consecutively. If you close the Clipboard toolbar three times in a 
row without using Paste All or any of the item buttons, the Clipboard 
toolbar will no longer appear automatically. You’ll have to manually open 
the Clipboard toolbar. To manually open the Clipboard toolbar, on the 
View menu, point to Toolbars, and click Clipboard. You can also show the 
Clipboard toolbar again by copying an item two times 

consecutively. 


The Office Clipboard can hold up to 12 items. If you try to copy a 
thirteenth item, a message asks if you want to discard the first item on 
the Office Clipboard and add the new item to the end of the Clipboard. 
If you click OK, the next time you copy an item from any program, the 
Office Clipboard automatically discards the first item and adds the new 
item. If you click Cancel, any new items that you copy won’t be added to 
the Office Clipboard until you make space on the Office Clipboard by 
pasting or cutting items already stored there. You won’t see the message 
again until the Office Clipboard is full. Note that the collected items 
remain on the Office Clipboard until you quit all open Office programs on 
your computer. 


In this exercise, you open the Clipboard toolbar, see how the Office Clip- 
board handles multiple items, and then paste from it and clear it. 


4 On the View menu, point to Toolbars, and click Clipboard. 
The Clipboard toolbar opens. 
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Click the Clear Clipboard button. 


If there were any cut or copied items in the Clipboard, they are 
cleared. 


On the Standard toolbar, click the Open button. In the Open dialog 
box, select the file named Logo 04, and click Open. 


Word opens the file. 
Click the text Impact PR. 


Little boxes appear around the logo, indicating that the logo is 
selected. 


On the Standard toolbar, click the Copy button, and close the logo 
document. 


The logo is copied from the document and placed in the Clipboard. 
There is one item available in the Clipboard. The logo document 
closes, and the brochure document appears. 


Double-click the last paragraph of the brochure document that begins 
In addition to the network. 


On the Standard toolbar, click the Cut button. 


The paragraph is removed from the document and placed on the 
Office Clipboard. The Clipboard toolbar now contains two items. 


Move the mouse pointer over the first item in the Clipboard toolbar. 
A ScreenTip appears, displaying the words Picture 7. 


Move the mouse pointer over the second item in the Clipboard tool- 
bar. 


The ScreenTip displays the beginning contents of the paragraph that 
you cut. 


Scroll up to the top of the document, and click in front of the letter / 
in the heading /mpact PR Network. 


Press Enter eight times to move the title down. 
On the Clipboard toolbar, click the first item. 
The text /mpact PR now appears at the top of the brochure. 


Scroll down and click the blank line above the second heading, /mpact 
PR Services, and then press Enter to insert another blank line. 
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44 On the Clipboard toolbar, click the second item. 


The paragraph is inserted at the bottom of the first section in the 
document. 


ia Brochure 04 Edited.doc -Mi 


Impact PR Network 


Impact PR (Impact Public Relations), was established in 1990 to provide a forum fi 
professional public relations consultants throughout the state to meet, exchange vi 
general business issues affecting the profession, and further individual skills deve 


Meetings are held the second Tuesday of tach month. The meeting format follows an 
informal agenda, which may include member introductions, a short organization business 
review, anda professional skills presentation by an expert guest speaker. 


Membership is open to individuals who provide personal relations consulting services. There 
are two categories of members, General and Associate. General Members are those who earn 
at least 80% of their annual income as time or project derived fees from public relations 
consulting services. All other members are considered Associate Members. Further 
information may be obtained from any officer. 


In addition to the network division of Impact PR, we have decided to open a services division. 
The Network division will still operate as a non-profit organization providing a network 
forum for public relation consultants. And now, the Services division will provide a full range 
of high-quality public relations services to clients throughout the Northern New England 


Impact PR Services 


45 On the Clipboard toolbar, click the Clear Clipboard button. 
46 In the top-right corner of the Clipboard, click the Close button. 


Clear Clipboard 
The Clipboard toolbar closes. 


47 On the Standard toolbar, click the Save button to save the document. 


Word saves the document. 
Save 


Keep this file open for the next exercise. 
Applying Styles to Text 


Styles save you time when formatting a document and help you maintain a 
consistent format within the same document and from document to docu- 
ment. For example, suppose you are creating a document that contains 
several subheadings. You want these subheadings to be in a different font 
than your text and green. Instead of using the formatting options on the 
Formatting toolbar every time you type a subheading in the document, 
you can create a style. 


W2000.3.15 
W2000.3.16 


After you create the style, you simply insert the insertion point anywhere 
in the exhisting text or anywhere in the document you want the style to 
start and click the Style down arrow. Select the style you want and the text 
is modified with the chosen style. 


Whenever you open a new, blank document, Word automatically attaches 
a standard template to the document. A template is a preformatted docu- 
ment that has its own set of styles. When you type in a new, blank docu- 
ment, the characters are set in a default style that is called Normal. The 
words that you type are automatically formatted in the font Times New 
Roman, at 12 points in size, and aligned against the left margin. The Nor- 
mal template has five styles, three of which are designed to be used as 
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headings. The names of styles are located on the Formatting toolbar, in the 
Style list, as shown below. 


= 
fi 


4 Century Schoolbool = 10 FS 


| Body Text | 
i Default Paragraph Font Ea 


FollowedHyperlink 


| Heading 1 sw 
Heading 2 T 
Heading 3 e 


Hyperlink 


| Normal 


You can use styles to quickly apply multiple formatting attributes to text. 
For example, you could specify attributes such as bold, left align, italicize, 
and even font color, and then apply all those attributes at the same time by 
applying a style. Simply select or click the text, and on the Formatting 
toolbar, click the Style down arrow, and click the style that you want to 
apply. If you want to apply a style to an entire paragraph, you need only 
click anywhere in that paragraph and click the style name in the Style list. 
You can also apply a style by clicking a blank line, selecting a style from 
the Style list, and typing. The text that you type from then on appears in 
the style that you selected. 


In this exercise, you apply styles to paragraphs. 


1 Scroll down in the document, and click anywhere in the word Photog- 
raphy, which is the first item in the list of services near the end of the 
document. 


2 = = On the Formatting toolbar, click the Style down arrow, and click 
Heading 3. 


The style is applied to the current paragraph—in this case, the single 
line Photography. 


B Select the remaining list items, click the Style down arrow, and click 
Heading 3. 


The Heading 3 style is applied to all the paragraphs in the list. 
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4 Click outside of the list to deselect the paragraphs. 


The list should look like the one in the following illustration. 


Photography 
News Releases 
Public Information Campaigns 


Fundraising Campaigns 


a Direct Mail 


Special Events 


Displays & Exhibits 
©. Website Production 


Video Production 


Corporate/Company ima 


Click in front of the first line in the last paragraph in the document. 


6 On the Formatting toolbar, click the Style down arrow, and click 
Heading 1. 


The style is applied to the entire paragraph. 


7 On the Standard toolbar, click the Undo button to remove the format- 
ting that you just applied. 


Und 
"9 S inthe last paragraph in the document, select the words For more 

information, . 

© On the Formatting toolbar, click the Style down arrow, and click 
Heading 3. 
The style is applied only to the selected text and not to the entire 
paragraph. 

10 Select the P in the word Photography, which is the first item in the list 
of services. 


44 Click the Style down arrow, and click Heading 1. 
The character becomes larger. 


42 On the Standard toolbar, click the Undo button to remove the format- 
ting you just applied. 


13 On the Standard toolbar, click the Save button. 
Word saves the document: 
Keep this file open for the next exercise. 


Creating a Paragraph Border 


You can use borders to enhance the appearance of the documents that you 
create and to help distinguish blocks of text. Borders are a great way to 
W2000.2.4 catch a person’s eye. Suppose you are creating a corporate memo 
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reminding your co-workers about the upcoming company picnic. The 
information in the memo includes the date, time, location, menu and 
activities planned. You need to remind your co-workers to bring $5 with 
them to the picnic. Important information like this can get lost in a docu- 
ment, so you add a border around this sentence so they’ll be sure not to 
miss the message. 


You can create a border around entire pages in a document or around 
only selected paragraphs. Word provides a variety of preset borders to 
choose from, and all borders are customizable. 


A border is based on a rectangular design, used to frame text in a docu- 
ment. Borders do not have to surround the text on all four sides of a docu- 
ment; you can display or hide any combination of the four borders that 
form the rectangle. For example, you could display only a bottom border 
for a paragraph. The marketing manager at Impact Public Relations likes 
to create a two-line border (one line along the bottom and the other to the 
right) for the introductory paragraphs in her brochures. You can apply a 
border to a single paragraph or to multiple paragraphs. 


One way to customize a border is to alter its line weight, which is the 
width of the lines that make up the border. To change the line weight, on 
the Tables And Borders toolbar, click the Line Weight down arrow, and 
click a point size for the border width. You can then click the Border 
Color button to choose a color for the lines. 


Border Color 


Another option is to apply the border to a particular side of the para- 
graph. For example, if you want the border to appear below the para- 
graph, rather than surrounding it on all four sides, click the Border down 
arrow to specify the side of the paragraph that you want the border to 
appear on. 


In this exercise, you use the Tables And Borders toolbar to create and 
apply a border to an introductory paragraph. 


4 Click anywhere in the paragraph that begins with the words With a 
philosophy (the eighth paragraph, located above the list of services). 


Gai 2 On the Standard toolbar, click the Tables And Borders button. 


wetted The Tables And Borders toolbar appears on your screen, and the 
Tables And Borders ; 5 A 
mouse pointer looks like a pencil. 
i ~ Tables and Borders k 


p 
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3 On the Tables And Borders toolbar, click the Line Style down arrow. 
A list of line styles appears. 
4 Scroll down until you see a double squiggly line, and click it. 


D Tables and Borders _ B mae K 


5S On the Tables And Borders toolbar, click the Border Color button. 
A color palette appears. 


Click the Gold square (fourth row, second square). 


A - 7 Click the Border down arrow. 
Border Down Arrow A list of border buttons appears, each button displaying a type of 
border. 


o S ia 
-ETER r 


4 
Th} h 


tip 

You can remove a border by clicking the affected text, and clicking the 
Border down arrow. When the border choices are displayed, click the No 
Border button. You can also display the Borders And Shading dialog box, 
and in the Setting section, click None to remove a border. 
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#& On the Tables And Borders toolbar, click the Outside Border button. 


The line style, color, and border type that you specified are applied to 
the paragraph. The paragraph should look similar to the one on the 
following page. 


Outside Border 


nformation may be obtained from any officer 
Impact PR Services 


“3 Impact PR also provides comprehensive public relations services including advertising and 
J-E marketing communications services for a variety of diverse corporations, businesses and non- 
} profit organizations. A full service agency, Impact PR has handled public relations and 
M advertising for everything from sewing machines and frozen foods to computer software 
a < applications and book promotions. 


Impact PR works with a variety of clients in the Northern New England area, Boston, New 
York, and New Jersey in the fields of manufacturing, healthcare, financial services, 
education, and computer software. Impact PR also offers in-house graphic design capabilities 
to produce distinctive, results-oriented advertising and collateral including annual reports, 
brochures, corporate identity, logos and more. 


With a philosophy of providing hands-on attention and personalized service for our clients, 
Impact PR is committed to creative, high-quality work, innovative solutions and responsive 
service. We believe dedicated teamwork is the key to helping our clients achieve success. 


Following is a list of services provided by Impact PR 


® — Click the Save button. 
Word saves the document. 


Keep this file open for the next exercise. 


Adding Shading to a Paragraph 


You can call attention to selected paragraphs by adding shading—either 
as a shade of gray or in color. If you apply color shading to a paragraph 
Ww2000.2.4 but print the document on a black-and-white printer, the color shading 
will be printed as a shade of gray. 


To expand the shading color list, on the Tables And Borders toolbar, click 
the Shading Color down arrow, and click the desired color square to add 
shading to selected text. 


In this exercise, you add a shading color to the last paragraph in your 
document. 


4 Click anywhere in the last paragraph (the one beginning with the 
words For more information). 


2 = On the Tables And Borders toolbar, click the Shading Color down 
arrow. 


j l 
A lad A color palette is displayed. 


3 Click the Light Yellow square (eighth row, third square). 


The paragraph is now shaded in light yellow. Notice that the color on 
the Shading Color button is also light yellow. 


4 = Scroll up to the paragraph that has a border surrounding it, and click 
the paragraph. 
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5 Click the Shading Color button. 
The bordered paragraph is now shaded in light yellow, too. 


Impact PR Services 


Impact PR also provides comprehensive public relations 
marketing communications services for a variety of diver: 
} profit organizations. A full service agency, Impact PR has handled public relations and 
i advertising for everything from sewing machines and frozen foods to computer software 
applications and book promotions. 


Impact PR works with a variety of clients in the Northern New England area, Boston, New 

d York, and New Jersey in the fields of manufacturing, healthcare, financial services, 

3 education, and computer software. Impact-PR also offers in-house graphic design capabilities 
to produce distinctive, results-oriented advertising and collateral including annual reports, 
brochures, corporate identity, logos and more. 


Following is a list of services provided by Impact PR: 


Jn 


G On the Standard toolbar, click the Undo button. 
Word removes the shading from the paragraph. 


X| = 7 Inthe top-right corner of the Tables And Borders toolbar, click the 
Close Close button. 


G On the Standard toolbar, click the Save button. 
Word saves the document. 


ae Keep this file open for the next exercise. 


Previewing a Document 


To see exactly how your document will look after it is printed, you can use 
Print Preview. The Print Preview window shows you exactly how the lines 
W2000.3.2 on the page will appear when they’re printed and where page breaks will 
occur. If you don’t like the layout, you can make adjustments before you 
print. Using Print Preview can help you identify desired formatting 
changes without wasting paper. 


In this exercise, you preview a document before printing it. 


important 


You must have a printer to complete the following exercise. 
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1 On the Standard toolbar, click the Print Preview button. 
The screen should look similar to the one shown here. 


Print Preview 


‘al Brochure 04 Edited. doc (Preview) - Microsoft Word 


ee ger nee Fm oe ble spp 


View Ruler 


2 = On the Print Preview toolbar, click the Multiple Pages button, and 
click the second button in the top row to view two pages at a time. 


B Click the One Page button to return to the single-page view. 


4 On the Print Preview toolbar, click Close. 


One Page 


The Print Preview closes, and Word returns to the previous view of 
the document. 


Keep this file open for the next exercise. 


tip 
To print a document in Print Preview, on the Print Preview toolbar, click the 
Print button. 


Printing a Document 


You can use two methods to print a document in Word. One way is to use 
the Print button to print one copy of all pages in the current document us- 
W2000.3.1 ing the default printer. This method is convenient when you want to print 
the entire document. The other method is to use the menu to display the 
Print dialog box. If you want to print multiple copies of the document, 
print from a different printer, print a selected page or pages range, you use 
the Print dialog box to specify. Instead of printing out the entire document 
to review and edit page 6, you can use the Print dialog box to print page 6 
only. 
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In this exercise, you practice printing a document by using both the Print 
button and the Print dialog box, and then you print only a selected block 
of text. 


1 = On the Standard toolbar, click the Print button. 
One copy of the current document is printed on the default printer. 


2 Click anywhere on the first page of the document. 
3 — On the File menu, click Print. 
The Print dialog box appears. 


| Enter page numbers andfor 


| 
iz 
[Erect ce REM merece So ac 


. Print what: [Document 


Pages per sheet: ip 


‘Scale to paper size: [No Scaling 


{All pages in range 


4 In the Page Range section, click the Current Page option, and click OK. 


The first page of the document is printed. 

$ Select the first paragraph which begins Impact PR. 

€ Onthe File menu, click Print. 
The Print dialog box appears. 

7 Inthe Page Range section, click the Selection option, and click OK. 
The selected text is printed. 


Save 


Close 


Lesson 4 Formatting Text 4.23 


Lesson Wrap-Up 


In this lesson, you learned how to format text. You also learned how to 
use various text attributes, how to cut or copy and paste text, and how to 
use the Clipboard to paste multiple selections. In addition, you applied 
styles, paragraph borders, and shading and then previewed and printed 
the document. 


If you are continuing to the next lesson: 


4 On the Standard toolbar, click the Save button. 
Word saves the changes to the file. 

2 On the File menu, click Close to close the file. 
Word closes the file. 


If you are not continuing to other lessons: 


1 On the Standard toolbar, click the Save button. 
Word saves the changes to the file. 

2 Inthe top-right corner of the Word window, click the Close button. 
Word closes the file and the Word program closes. 


Lesson Glossary 


Align Left A formatting attribute in which each line of a block of text is 
positioned with the left margin. By default, each paragraph that you 
type is left-aligned unless you change the alignment setting. 


Align Right A formatting attribute in which each line of a block of text is 
positioned with the right margin. 


attribute A characteristic that is applied to text in a Word document, 
such as the font, font size, bold, underline, or italics. 


Center An attribute that aligns each line of a block of text an equal 
distance from the left and right margins. 


Clipboard A temporary storage area designed to hold text and/or 
pictures that have been cut or copied. 


embed The act of placing an object in a document. 


Justify An attribute that aligns a block of text flush with both the left 
and right margins. Spaces between words are enlarged proportionally 
so that each line fills the space between the margins. 


link Connects an embedded object with the original program. 


object A collection of data that is treated as a single element within a 
document. 


object linking and embedding (OLE) A technology for transferring 
and sharing information among programs. 
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Office Clipboard An extension of the Windows Clipboard and is 
available in Word, Excel, Outlook, and PowerPoint 2000 for 
collecting multiple selections in memory. You can use the Office 
Clipboard to choose which selection among multiple paste objects to 
paste into a different location. 


shading A rectangle of color surrounding a block of text used to 
emphasize specific information in a document. 


source file A file that contains the information that was used to create a 
linked object or an embedded object. 


style A named set of formatting instructions. You use a style to apply 
multiple formatting characteristics to text in a single step. 


Quick Quiz 


a What key combination and shortcut key allow you to apply styles to 
multiple nonconsecutive paragraphs? 


2 What are four methods to cut and paste a selection of text? 


3 Before you print a document, how can you be sure that the margins 
will look right? 


4 What is a style? 


5 What are two ways that can you apply bold formatting to a selection 
of text? 


6 How can you view multiple selections of text in the Office Clipboard? 

7 — What is the difference between cutting and copying text? 

8 How do you change the line style of an existing border? 

$ How can you edit a linked object in a Word document? 
important 


In the Putting It All Together section below, you must complete Exercise 1 
to continue to Exercise 2. 


Putting It All Together 


Exercise 1: If necessary, start Word. Open the document named Invita- 
tion 04 from the Lesson04 folder. Center all the text in the document. 
Change the second paragraph from the bottom to a 20-point font size, in 
small caps, blue, and bold. Select the lines of text You’re invited to..., 
When, and Where, and change them to 16 points and bold. Change all 
text to the font Garamond. Finally, move the last three paragraphs to the 
top of the document. Print two copies of the document. Save the docu- 
ment as Invitation 04 Edited in the Lesson04 folder. 


Exercise 2: Select all the text in the invitation and create a blue border. 
Add light turquoise shading inside the border. Save the document and 
close it. 


Changing the 
Layout of a Document 


After completing this lesson, you will be able to: 


Adjust page margin settings. 

Insert a forced page break. 

Set paragraph alignment, indentation, and spacing. 
Change indents and tab settings. 

Insert and clear tabs. 

Add page numbers to a document. 


Create and customize headers and footers. 


\ N58 8 NNN 


Change page orientation. 


Rather than using the default settings that Microsoft Word provides, you 
can use other settings and tools to change how your letters, lists, propos- 
als, and general correspondence look. One way to quickly customize a 
document is by changing the way the text appears on the page by altering 
page margins, resetting paragraph alignments, changing tab settings, and 
customizing headers and footers. When you create a document, you are 
doing more than just formatting text; you have the capability to change 
the page layout of the document by altering how text appears on the page. 


You start this lesson by changing a page margin. A page margin is the 
amount of space at the top, bottom, or sides surrounding the text on a 
page. Another setting that you can manipulate is where a page breaks. A 
page break occurs when text or objects on a page run out of space. Word 
“breaks” up the overflow text or objects by creating a new page. Word 
automatically inserts page breaks, but you can also insert a hard page 
break, which manually forces a page to break at a specific place in the 
document. 


You can also use a header or a footer on a document with multiple pages. 
A header is the text that appears at the top of a page that usually includes 
the title of the work, the date, and page numbers. A footer is text printed 
at the bottom of the page, which might include the date, author’s name, 
and the title of the document. 


You'll also set tab stops for a particular paragraph within the document. A 
tab stop or tab is used to indent the first line of a paragraph or to align 
text or numbers in columns. You can also use Tabs to align columns of 
text within a parpgraph. Other settings, include indents and spacing. 
Indents determine the alignment of the paragraph in relation to the page 
margin setting, and spacing indicates the area above and below the para- 
graph as well as the space between the lines. 
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In this lesson, you will learn how to adjust page margin settings, insert 
page breaks, and set paragraph alignment, indentation, and spacing. 
You'll also learn how to change indents, insert and clear tabs, and add 
page numbers to a document. In this lesson, you will also create headers 
and footers, and change the page orientation of a document. 


Sample files 
for the lesson 


To complete the procedures in this lesson, you will need to use the practice 
file named Salary Survey 05 in the LessonOS folder in the Word Core Prac- 
tice folder that is located on your hard disk. This document was created to 
publicize the results of a salary and benefits survey administered to a ran- 
dom sampling of Impact Public Relations membership. 


Changing Page Margins 
Using the Page Setup Dialog Box 


When you use the Page Setup dialog box, you determine how the docu- 
W2000.3.7 ment appears on the printed page. The Page Setup dialog box is most 
commonly used for setting page margins. Page margins affect the entire 
document because after the page margins are changed, the number of 
pages in the document might increase or decrease depending on how much 
text the page margin allows per page. To change the page margins in a 
document, you can use the ruler at the top of the document or the Page 
Setup dialog box, which is accessed by clicking Page Setup on the File 
menu. 


By default, Word includes left and right page margins of 1.25 inches and 
top and bottom page margins of 1 inch. You use the Page Setup dialog 
box to adjust top, bottom, left, and right page margin settings, determine 
the placement of headers and footers, and select the amount of text that 
you want the settings to affect. 
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In this exercise, you change the page margin settings using the Page Setup 
dialog box. 


1 On the Standard toolbar, click the Open button. 
The Open dialog box appears. 


Click the Look In down arrow, click the icon for your hard disk, 
double-click the Word Core Practice folder, and then double-click the 
Lesson05 folder. 


The contents of the Lesson05 folder appear in the Open dialog box. 
@ Double-click the file Salary Survey 05. 


The file Salary Survey 05 appears in Word, and the Open dialog box 
closes. 


4 Onthe File menu, click Page Setup. 


The Page Setup dialog box appears. The current top margin setting 
(1") is selected. 


5 Inthe Top box, type 1.5, and press Tab. 


In the Preview section to the right of the page margin settings, the 
top page margin shifts down to show what the text will look like. 


G In the Bottom box, type 1.5, and press Tab. 
In the Preview section, the bottom page margin shifts up. 
F Click OK. 


The top and bottom page margins are now 1.5 inches instead of 1 
inch. 


B On the File menu, click Save As. 
The Save As dialog box is displayed. 
$ Inthe File Name box, type Salary Survey 05 Edited. 
10 Click Save to save the file in the Lesson05 folder. 
Word saves the document. 
Keep this file open for the next exercise. 


Changing Page Margins Using the Ruler 


You can also change page margins using the ruler. The ruler is a scale 
shown in the document window that is marked in inches or other units of 
W2000.3.7 measurement. A horizontal ruler in Normal view and both horizontal and 
vertical rulers in Print Layout view are provided in Word. 
The horizontal ruler along the top of the document window shows the left 
and right page margins as well as the left and right paragraph indents, 


such as first line and hanging indents (you’ll learn more about these 
indents later in this lesson). Often, the paragraph indents and page mar- 


To use the ruler, you should use Print Layout view, not the default setting 
of Normal view, so that you can see the page margin settings relative to 
the page borders. You use Normal View to edit and format the document, 
but Normal View doesn’t show the page margins relative to the page bor- 
ders. You can also use Print Preview to view your document as it will be 
printed, but you will not be able to make changes in this view. 
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gins are the same; however, it’s important to recognize that you can adjust 
the page margins or indents of paragraphs independent of the page mar- 
gins. The vertical ruler along the left edge of the document shows the top 
and bottom page page margin boundaries. 


To change page margins using the ruler, you use Print Layout view, which 
is shown below. This view allows you to see the page margins on the verti- 
cal and horizontal rulers. When you position the mouse pointer over the 
page margin, the mouse pointer appears as a horizontal double-arrow. 
You can then drag the first line indent, hanging indent, left indent, or right 
indent marker to a new location to reset the page margin. You'll learn 
more about these indents in this lesson. 


Left Margin page Right Margin page 
boundary boundary 


Left Indent Right Indent 
paragraph marker paragraph marker 


1998 United States Salary SURVEY (> selected groupings) 


Grouping Base Mean 0% 25% an 


In this exercise, you change the page margins of the document using the 
ruler. 


4 On the View menu, click Print Layout. 


The document is displayed in Print Layout view. The 1.5-inch top 
page margin setting is reflected on the vertical ruler. 


Z Position the mouse pointer above the Left Margin marker on the hori- 
zontal ruler until the pointer is displayed as a double-arrow. 


3 Hold down the Alt key. 
The double-arrow disappears. 


4 Drag the marker to the left until the measurement of 6.5” is displayed 
in the white portion of the ruler. 


The left page margin shifts to the left, and all the text in the docu- 
ment is adjusted. Notice that the tabs and columns in the document 
are disrupted. 


Release the Alt key. 


6 Position the mouse pointer over the Right Margin marker until the 
pointer is displayed as a double arrow. 
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7 Hold down the Alt key, and drag the marker to the right until the 
measurement of 7” is displayed in the white portion of the ruler. 


The right page margin shifts to the right, and the text is adjusted. 
Both the left and right page margins are now set at .75 inches. 


® Release the Alt key when the page margin is set. 
5 On the Standard toolbar, click the Save button. 
Word saves the document. 


Keep this file open for the next exercise. 


EER Aligning Text Vertically on a Page 


You can change the vertical alignment of text using the Layout tab of 
the Page Setup dialog box. Vertical alignment is the way the lines of text 
W2000.3.11 line up between the top and bottom page margins. (Horizontal align- 
ment can be adjusted by using the Left, Center, Right, or Justify buttons 
on the Formatting toolbar; vertical alignment of text, on the other hand, 
can be set only from the Page Layout dialog box.) Normally you want 
text to align with the top margin. That is, when you begin typing text 
on a new page, the text appears at the top of the page and new lines of 
text are added below. However, you can change the text alignment on 
a page so that it aligns with the bottom of the page (the first line starts 
at the bottom, and each new line appears at the bottom of the page, caus- 
ing previously typed lines to be “pushed” upward) or is centered verti- 
cally on the page (the first line of text appears at the midpoint on the 
page, and new lines are positioned so that an even amount of space is 
maintained between the top and bottom page margins). 


OFFICE 
4 
SPEC\Y 


To change vertical text alignment, on the File menu, click Page Setup, 
and click the Layout tab. In the Vertical Alignment box, click the down 
arrow, and click Top, Center, Justified, or Bottom to define how the text 
is aligned vertically on the page. The default vertical alignment is the Top 
setting. The Justified setting fills in paragraphs (rather than individual 
lines, which is the case with the Center alignment setting) evenly between 
the top and bottom margins. For example, when you type the first para- 
graph on a page, the text appears at the top of the page. When you press 
Enter to begin a new paragraph, the next paragraph begins at the bot- 
tom of the page. When you press Enter and begin a third paragraph, the 
second paragraph moves to the top of the page, and the new paragraph 
is entered near the bottom of the page. 


Inserting Page Breaks 


At times, you might want to begin a new page before you have typed a full 
page of text. Perhaps you are creating your resume and want to make sure 
W2000.1.6 that each section stays on the same page; you don’t want to have the sec- 
tion on education split between two pages. Instead you can insert a hard 
page break to put all the education information on the second page. To 
insert a hard page break, you position the insertion point at the location 
where you want to add the break, and press Ctrl+Enter. You can delete a 
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hard page break by positioning the insertion point on the page break and 
pressing Delete. 


An automatic page break, called a soft page break, is inserted when text 
wraps to a line below the bottom page margin. Soft page breaks, which 
appear as dotted horizontal lines in Normal view, are adjusted by Word as 
you modify text within a document. For example, when your text runs out 
of room on the first page, a soft page break is displayed on the screen and 
subsequent text is displayed on the second page. If you only have a line or 
two on the second page and you delete a paragraph from the first page, 
the soft page break disappears because now all the text has room to fit the 
first page. The soft page break does not reappear on the screen until you 
continue to type more text that fills up the first page and carries over to 
the next page. 


In this exercise, you view soft page breaks and insert hard page breaks. 


T On the View menu, click Normal. 
The document is displayed in Normal view. 
2 Scroll down the document to view the soft page breaks. 


3 Scroll to the heading Median U.S. Salary, and click to the left of the 
letter M. 


4 Press Ctrl+Enter. 


A hard page break is inserted. Notice that the soft page break on this 
page has now moved further down the page. 


5S = Scroll to the heading Salary Percentiles, click to the left of the first S 
and press Ctrl+Enter. 


A hard page break is inserted. 


6 Press Ctrl+End to move to the end of the document, and press 
Ctrl+Enter. 


A hard page break is inserted at the end of the document. (You will 
add text to this page later). 


7 Save the document using the current name. 
Word saves the document. 
Keep this file open for the next exercise. 


Formatting a Paragraph 


Word defines a paragraph as any amount of text that ends with a hard 
W2000.2.3 return. Each time you press Enter, a paragraph mark (a hidden formatting 
character that designates the end of a paragraph) is inserted into the docu- 
ment. Although you see the actual paragraph mark only if the display of 
nonprinting characters (or formatting marks) is turned on, the paragraph 
mark is still present. Even a blank line is considered to be a paragraph 
because it ends with a hard return. 


The formatting that you select for a paragraph is applied to the next 

paragraph that you type. This process occurs because all formatting asso- 
ciated with a paragraph is stored in the paragraph mark. When you begin 
a new paragraph, the paragraph takes on the formatting characteristics of 
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the previous paragraph. Alternatively, when you delete a paragraph mark, 
the preceding paragraph takes on the formatting characteristics of the next 
paragraph. 


Paragraphs are set by default to be single-spaced and left-aligned with no 
indentation. You change the default paragraph settings for single para- 
graphs or groups of paragraphs by using the Paragraph dialog box. To 
access the Paragraph dialog box, on the Format menu, click Paragraph. 


As with most Word formatting commands, you either select the para- 
graphs that you want changed and then apply formatting, or apply the for- 
matting first and then type the desired text. 


You can use the Indents And Spacing tab of the Paragraph dialog box to 
use and modify alignment and indention: 


Alignment The arrangement of text in fixed or predetermined posi- 
tions. If the paragraph is left-aligned, all the text in the 
paragraph will begin on the left side of the document. 


Indentation Determines the position text is moved in from the page 
margin. You can also specify positions for hanging indents 
(indenting all but the first line of a paragraph to the same 
point) and first line indents (only indenting the first line of 
a paragraph) by clicking the Special down arrow, and then 
selecting the desired indent type. 


In this exercise, you change paragraph spacing and create hanging indents 
using the Paragraph dialog box. 


1 Scroll to the heading Salary Percentiles, if necessary, and select the 
heading and all the text under the heading. 


2 = On the Format menu, click Paragraph. 
The Paragraph dialog box appears. 
3 Click the Indents And Spacing tab, if necessary. 
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4 In the Spacing section, in the After box, click the up arrow twice. 


The paragraph spacing is changed to 12 points, and a preview of the 
change is shown in the Preview section. 


5 Click OK, and click outside the paragraph to deselect the text. 


The Paragraph dialog box closes, and 12 points of space are added 
after each paragraph in the document. 


i) Salary Survey 05 Edited - Microsoft Word 
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The following definitions pertain to the tables on the previous pages. 
Base The total responses ina given category. 
‘Mean The value computed by averaging the tabulated responses. | 


10% Ten percent of the responses were below this value; ninety percent were above this il 
value. i 


J59; 
250 


Twenty-five percent of the responses were below this value; seventy-five percent were 
above this value. 


50% Fifty percent of the responses were below this value; fifty percent were above this value. i 
(This is also called the median.} i 


759 


è Seventy-five percent of the responses were below this value; twenty-five percent were 
above this value. 


G = Inthe same section of the Word document, select the definitions 
under the text The following definitions pertain to.... 


7 On the Format menu, click Paragraph. 
The Paragraph dialog box appears. 


® Click the Special down arrow, click Hanging, and then click OK. 


Word creates a hanging indent for the definition paragraphs, where 
the first line hangs farther out from the following lines. The default value 
for a hanging indent is 0.5 inch, which is what you use for this exercise. 
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ə = Click anywhere in the document to deselect the text. 


SALARY PER 
The following definitions pertain to the tables on the previous pages, 
Base The total responses in a given category. 

ai: The value computed by averaging the tabulated responses. 


Ten percent of the responses were below this value; ninety percent were above this 
value, 


Twenty-five percent of the responses were below this value; seventy-five percent were 
above this value. 


z Fifty percent of the responses were below this value; fifty percent were above this value. 
(This is also called the medtan.) 


% Seventy-five percent of the responses were below this value; twenty-five percent were 


above this value. 


E ae 


40 On the Standard toolbar, click the Save button. 
Word saves the document. 


Keep this file open for the next exercise. 


indenting Text Using the Ruler 


To quickly create a hanging or first line indent, you can use the ruler. The 
ruler contains markers for both of these indents, as well as a right indent, 
W2000.2.5 as displayed below. 


First line Indent Right Indent 
2 ME — SE SEER 
1 i eee [i ' t 4 | 
A 2 ie ae d t Vints: w F R A 


Left Indent Hanging Indent 


You begin indenting paragraphs by selecting the text and dragging the 
appropriate marker to the desired position on the ruler. 


To Do this 

Fully indent a section Drag the Left Indent marker. All three 
formatting markers move. 

Indent only the first line Drag the First Line Indent marker only. 

Create a hanging indent Drag the Hanging Indent marker only. 


In this exercise, you change indent settings using the ruler. 


1 Under the sentence The following definitions pertain to..., select the 
seven definition paragraphs. 
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2 Position the mouse pointer over the Hanging Indent marker on the 
ruler (the bottom triangle). 


The ScreenTip Hanging Indent appears. 


Hanging Indent] 


B Hold down the Alt key, and drag the Hanging Indent marker to the 
right until a measurement of .75" appears to the left of the marker. 
Release the mouse button, but do not deselect the text. 

The paragraphs are indented 0.75 inch from the first line of each 
paragraph. 

4 Release the Alt key. 


§ With the definition paragraphs still selected, drag the Left Indent 
marker (the square) to the 2-inch mark on the ruler. 


Notice that all three formatting markers move and the paragraphs are 
fully indented. 


6 With the definition paragraphs still selected, drag the right Indent 
marker (the triangle on the lower-right side of the ruler) to the 5.5- 
inch mark on the ruler. 


The right margin of the selected text moves to the left. 
7 Click anywhere outside the paragraphs to deselect the text. 


Si Pe 
The following definitions pertain to the tables on the previous pages. 
The total responses in a given category. 


The value computed by averaging the 
tabulated responses. 


Ten percent of the responses were below this 
value; ninety percent were above this value. 


Twenty-five percent of the responses were 
below this value; seventy-five percent were 
above this value. 


Fifty percent of the responses were below this 
value; fifty percent were above this value. (This 
is also called the median.) 


Seventy-five percent of the responses were 


below this value: twenty-five nercent were 


8 Scroll through the document to view the various paragraph formats. 
On the Standard toolbar, click the Save button. 
Word saves the document. 


D 


Keep this file open for the next exercise. 


So Changing Tab Settings 


Word automatically left-aligns tab stops and spaces them at every half 
inch. Each time that you press the Tab key, the insertion point moves to 
W2000.2.6 the next tab stop on the current line. Unless you specify otherwise, Word 
inserts a left tab stop each time that you press Tab. A left tab aligns text 
at a specific distance from the left page margin. The following table 
explains the types of tabs that are available. You can change the tab align- 
ment by clicking the Tab button to the left of the horizontal ruler or 
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by clicking Tabs on the Format menu and clicking the desired alignment 
option in the Tabs dialog box. 


Tab Type Button Effect 


ait Sy 


Left L Aligns text to the right of the tab. 

Right Aligns text to the left of the tab. 

Center Centers text on either side of the 
tab. 

Decimal Aligns numbers along a common 
decimal position. 

Bar Inserts a vertical bar at the tab stop. 


While automatic spacing between tab stops might be acceptable for most 
documents that you create, you have the option of changing the spacing. 
For example, if you are working on a document that had several columns 
of data, you can change the tab settings so that the data is spaced evenly 
and is legible on the page. When you use tabs, you might find that the col- 
umns created are not always wide enough to accommodate your text. 


In this exercise, you widen columns using the Tabs dialog box to change 
tab settings. 


41 Scroll to the heading Median U.S. Salary by Two-Digit Zip Codes, and 
select all the zip code lines below the heading (from 07 through 98). 


2 On the Format menu, click Tabs. 
The Tabs dialog box appears. 

3 Inthe Tab Stop Position box, type 1. 

æ Click the Set button. 


The tab is set, and the tab position number appears in the Tab Stop 
Position list. 


te © Center aes? nt lg Bar Ag 5 Di ame 
Cph 5 


—— 


§ Type 2.5, and click the Set button. 


The second tab is set, and the tab position number appears in the Tab 
Stop Position list. 
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& Click OK to close the Tabs dialog box. 


The columns of information are neatly spaced and aligned according 
to the tab stops that you just inserted. 


7 Click anywhere on the page to deselect the text. 


Keep this file open for the next exercise. 


$51,920 

MA/RI 55,500 

59,300 

50,000 

52,500 
51,800 i 
46,800 ) 
/PA 48,000 

IC/MD/ VA 57,750 

50,000 

52,000 

40,000 

40,000 
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Setting and Clearing Specific Tab Stops 


When making lists, charts, or other highly formatted sections of text, it 
can be helpful to create tabs at special intervals to break up information in 
W2000.2.6 a visually appealing way. The type of tab alignment that you select in the 
eee Alignment section of the Tabs dialog box determines how the text is 
aligned at that tab stop. There are five types of tab stops available in 
Word. 


You can also create a leader tab, which is displayed as a row of dots from 
the insertion point to the next tab stop. Leader tabs can be left-aligned, 
right-aligned, centered, or decimal-aligned as well. You might have seen a 
leader tab before in a ledger or on a bill, where the total line has a row of 
dots leading to the total of the bill to distinguish it from other entries that 
are above the leader tab. 


You set and clear tabs using the Tabs dialog box. Here you can set one or 
multiple tabs, determine the alignment of the text to the tab stop, or clear 
all existing tabs. 


In this exercise, you set tabs using the Tabs dialog box. You then enter text 


to see the results of the tabs that you add, and you clear a tab setting. 


4 Press Ctrl+End to move the insertion point to the end of the document. 
2 — On the Format menu, click Tabs. 
The Tabs dialog box appears. 
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In the Tab Stop Position box, type 1, and click the Set button. 
In the Tab Stop Position box, type 3, and click the Set button. 
In the Tab Stop Position box, type 4. 


Qu h WwW 


In the Alignment section click the Decimal option, click the Set button, 
and then click OK. 


Two left-aligned tabs and a decimal tab are displayed on the ruler, and 
the Tabs dialog box closes. 


7 Press Tab, type Employment Level, and press Tab again. 
B Type Base, and press Tab. 
ə Type Mean, and press Enter. 

The headings appear as you type. 


70 To enter the first line of information, press Tab, and type the follow- 
ing, pressing Tab between each entry and Enter after the last entry. 


Entry 

52 

$36,100.00 

The information for the first line in the table is entered. 


14 Press Tab, and type the following, pressing Tab between each entry 
and Enter after the last entry. 


Mid Level 
207 
$42,410.00 


The information for the second line in the table is entered. Notice 
that the number is aligned at the decimal point rather than at the 
default left. 
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42 Press Tab, and type the following, pressing Tab between each entry. 
Senior Level 
186 
$55,500 


Press Enter. Notice that even though you didn't type a decimal point 
in the number, it is still aligned properly with the other numbers. 
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Employment Lever Base Mean 
Entry 52 $36,100.00 
Mid Level 207 $42,410.00 
Senor Level 186 $55,500 


43 On the Format menu, click Tabs. 

14 Click the 3" setting in the Tab Stop Position list, and click the Clear 
button. 
The 3" tab setting is cleared. 


45 Notice that Word automatically selected the 4” setting in the Tap Stop 
Position list. Now that the 4" setting is selected, click the 2 option in 
the Leader section. 


46 Click the Set button, and click OK. 
47 Press Tab, and type Average. 
TB Press Tab, and type $44,670. 
The space before the second tab is filled with leader dots. 


a SE eee I eR SE EE 
Employment Lever Base Mean 
Entry 52 $36,100.00 
Mid Level 207 $42,410.00 
Senior Level 186 $55,500 
PGSM MEME feten set cape csesrcestesmsreriacteyse3 $44,670 


49 On the Standard toolbar, click the Save button. 


sve Word saves the document. 
Keep this file open for the next exercise. 
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Using the Ruler to Set and Clear Tab Stops 


You can also quickly set and clear tab stops using the ruler. This tactic 
works well when you want to set tab stops visually by lining them up with 
the text below, rather than specifying a set number to place the stops at. 


To set a tab stop using the ruler, you select the paragraph(s) to be affected. 
Then you click the Tab Align button at the far left side of the ruler to 
specify the tab alignment type. Click the ruler at the desired position to 
place the tab stop marker. A tab stop marker appears at that position. 


In this exercise, you enter more text and set tabs using the ruler. 


4 Click to position the insertion point after the last O in the number 
$55,500 and press Enter two times. 


2 Type the following four lines of information, using the Tab key to 
move to each tab setting and pressing Enter after each line. Press Tab 


and type: 

Age Base Mean 
20-29 82 $37,800 
30-44 178 $47,290 
45 and over 200 $50,440 


Now that there is more text on your screen, the results of the align- 
ment settings are apparent. 


ater - ~-—--Page Break: 
Employment Level Base Mean 


Entry 52 $36,100.00 
Mid Level 207 $42,410.00 
Senior Level 186 $55,500 
Age Base Mean 
20-29 82 $37,800 
30-44 178 $47,290 
45 and over 200 $50,440 


a A $44,670 


B Select all the rows of text on this page, except for the row labeled 
Average, which is the last row. 

4 Drag the second tab marker (located on the 3-inch mark) off the ruler. 
The tab is cleared and the text shifts. 
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“New! 


Left Tab 


First Line Indent 


Hanging Indent 
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5 On the left side of the ruler, click the Tab Align button, which now 
appears as the Left Tab button on the ruler. 


The Tab Align button changes to a Center Align button. 
6 Click the ruler at the 3-inch mark. 

A centered tab is set, and the text is realigned. 
7 Click anywhere outside the selected text to deselect it. 


Employment Level Mean 
Entry 2 $36,100.00 
Mid Level 207 $42,410.00 
Senior Level ; $55,500 


Age sas Mean 


20-29 32 $37,300 
30-44 7 $47,290 
45 and over 2 $50,440 


@ On the Standard toolbar, click the Save button. 
Word saves the document. 
Keep this file open for the next exercise. 


Inserting a Page Number 


When you create a document that has more than one page, you might con- 
sider using page numbers to mark each page. Using page numbers comes 
in handy when you are presenting the document to other people. The 
people reading your document do not know the information inside-out, 
like you do. So instead of telling them to find the paragraph “under the 
picture towards the middle of the document,” simply tell them to turn to 
page six and follow along under the picture. Page numbers also come in 
handy when you are creating a lengthy document. Page numbers allow 
you to keep the document in order, especially if you print random pages 
from the document or are making edits. Page numbers remind you where 
you are in the document. 


You can add page numbers to a document using the Page Numbers com- 
mand on the Insert menu. By default, page numbers are displayed at the 
bottom-right corner of each page. You can change the page number posi- 
tion to either the top or bottom of the page, and then you can specify the 
left, right, or middle of the page. You also have the option to show a page 
number only on the first page. 


In this exercise, you add page numbers to the document. 


q4 Press Ctrl +Home to move the insertion point to the top of the 
document. 
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2 = On the Insert menu, click Page Numbers. 


The Page Numbers dialog box appears, and the page number's cur- 
rent position is displayed in the Preview section. 


Pass Numbers 


3 Click the Alignment down arrow, and click Center. 
The page number is centered in the sample in the Preview section. 


4 = Click OK, and scroll down to the bottom of the page to view the page 
number. 


Keep this file open for the next exercise. 


| Salary Survey 05 Edited - Microsoft Word 


foi han 2 years 37 37,940 950 35,000 43,250 


2-5 years 164 41,650 31,320 35,000 40,000 46,500 
6-10 years 171 49,810 35,520 41,060 48,000 56,000 
11 years or more 202 53,960 39,040 45,000 52,880 61,750 
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AR Creating Headers and Footers 
s/ 


Along with page numbers, headers and footers are great for documents 
that contain more than one page. Headers and footers work great in docu- 
w20003.10 ments containing chapters or sections, because you can let the reader 
know where they are in the document by using the header or footer to 
show them what section they are reading. 


You can add header or footer text to a document in the upper or lower 
page margins. This text can be a document identifier such as a file name, 
or perhaps a page number or information about the author. 
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Switch Between Header And Footer 


Switch Between Header And Footer 
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In this exercise, you open the header, and then add text to the header. 


1 On the View menu, click Header And Footer. 


The Header And Footer toolbar and the Header and Footer boxes 
appear, and you now have access to the header. Notice that the 
Header box is at the top of the page and the Footer box is at the bot- 
tom of the page. 


2 On the Header And Footer toolbar, click the Switch Between Header 
And Footer button. 


The insertion point moves from the header to the footer. 

3 Click the Switch Between Header And Footer button again. 
The insertion point is back in the header. 

4 Type your name. 
Your name appears in the top-left corner of the header. 

5 Scroll to the second page and look at the header. 
Your name also appears there. 

6 On the Header And Footer toolbar, click the Close button. 
The Header And Footer toolbar closes. 
Keep this file open for the next exercise. 


Customizing Headers and Footers 


While creating the header or footer, you have access to both the Format- 
ting toolbar and the Header And Footer toolbar. The Header And Footer 
toolbar offers a variety of tools specifically used for customizing headers 
or footers. You might customize a header or a footer for the company’s 
annual report. The report is divided into several sections (or chapters), 
and you can use a footer to insert the page number and the title of the sec- 
tion on each page. You can create a header to go on each page with the 
title of the annual report, and you can include your company name on the 
header, too. 


Insert Page Insert Number Insert Page Same As Show 
Number Of Pages Time Setup Previous Previous 


Format Page Insert Show/Hide Switch Between Show 
Number Date Document Header And Footer Next 
Text 
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Insert Page Number 


Insert Number Of Pages 


Switch Between Header And Footer 


Align R 


ight 


In this exercise, you use the Header And Footer toolbar to edit the header 
and footer. 


10 


11 


On the View menu, click Header And Footer. 


The Header And Footer toolbar appears, and the headers and footers 
are available for editing. 


Scroll to any footer within the document. 
Click the page number. 


A box made up of short diagonal lines now surrounds the page 
number. 


Move the mouse pointer over the box until it changes from the 
l-beam to a four-headed arrow, and click the box surrounding the 
page number. 


A group of smaller black boxes forms within the dashed box. 
Press Delete. 


The page number disappears, and the insertion point moves to the left 
side of the footer. 


Type Page, and press the Spacebar. 


The text appears on the left of the footer box. As you type the e, a 
ScreenTip appears with the text Page X of Y. 


On the Header And Footer toolbar, click the Insert Page Number 
button. 


The current page number appears. 
Press the Spacebar, type of, and press the Spacebar again. 


On the Header And Footer toolbar, click the Insert Number Of Pages 
button. 


The total number of pages in the document appears. 
On the Formatting toolbar, click the Center button. 
The custom page number is centered in the Footer box. 


On the Header And Footer toolbar, click the Switch Between Header 
And Footer button. 


The view of the document moves up to the header on the same page. 
On the Formatting toolbar, click the Align Right button. 

Your name moves to the right of the header box. 

Close the Header And Footer toolbar. 

On the Standard toolbar, click the Save button. 

Word saves the document. 

Keep this file open for the next exercise. 
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Switching Page Orientation 


You can lay out the text on a page in two ways: portrait orientation and 
landscape orientation. Text placed in portrait orientation appears horizon- 
tally on a vertical page. This is the default page orientation in Word. Text 
placed in landscape orientation appears horizontally on a page that is 
turned on its side. Diplomas and awards are usually oriented in this 
manner. 


The figures below illustrate portrait and landscape orientation. 


Portrait orientation Landscape orientation 


You can change orientation even after you’ve started creating a document. 


In this exercise, you change the page orientation from portrait to land- 
scape. 


1 = On the File menu, click Page Setup. 
The Page Setup dialog box appears. 
2 Click the Paper Size tab. 


Page Setup 


etter (8 1A x 11 


{Whole document 


3 Click the Landscape option, view the Preview box, and click OK. 
The text appears in landscape orientation. 
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4 On the Standard toolbar, click the Zoom down arrow, and click 
Whole Page. 


mm E 
1500% 
1200% 
(150% 
1100% 
175% 

150% 

125% 

‘10% 

iPage Width 
‘Text Width 


Two Pages 


The first page of the document should now look similar to the 
following. 


1998 UNTED STATESS ALARY SURVEY Sheed gragrey 


Grauping Bse Mesa 10% 
Tow 32 343,250 339,000 


Employment Level 

Bovy 2 16,100 23,600 
Mid Level, Now-au permaory kica 42,410 31,300 
Mid- Level, Supermaory 3? 47,230 33,000 
Seoce- Level, 

Nos-wpermay 16 35,900 42,000 
Seoror- Level, Supervisory 33,0900 39,.4D 


Educatian tevel 

Bachelor's Degree 47,200 32,300 
Maser's Degree 4.460 34,000 
Ocemvare 39,430 


Feje 47,340 
Mae 40,690 


Bi 77,200 
3039 42,200 
40-40 30,440 
SD years and over $2,030 


years g Ex perience 
(in public relaas field) 
Lem was ? years 

2-3 years 

& ID years 

11 years or move 


Lesson Wrap-Up 


In this lesson, you learned how to change the page margins of the docu- 
ment, format paragraphs, and set and change tab stops. You also learned 
how to create headers and footers, insert page numbers and page breaks, 
and change the orientation of a document. 


If you are continuing to other lessons: 


4 On the Standard toolbar, click the Save button to save changes made 
to the file that you edited. 


Word saves the changes. 


2 On the File menu, click Close to close the file. 
Word closes the file. 


If you are not continuing to other lessons: 


4 On the Standard toolbar, click the Save button to save changes made 
to the file that you edited. 


Word saves the changes. 
= 2 inthe top-right corner of the Word window, click the Close button. 
= The Word program closes. 
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Lesson Glossary 


alignment The arrangement of text in fixed or predetermined positions. 
If the paragraph is left aligned, all the text in the paragraph will 
begin on the left side of the document. 


first line indent A paragraph setting that specifies the indent for the 
first line of a paragraph. 


footer Text that appears at the bottom of all pages or selected pages of a 
printed document. 


hanging indent A formatting attribute that aligns the first line of a 
paragraph flush with the left page margin and indents all subsequent 
lines a specified distance to the right. 


hard page break A forced page break inserted manually in a specific 
place in the document. 


header Text that appears at the top of all pages or selected pages in a 
printed document. 


horizontal ruler The bar along the top of the document window that 
shows the left and right page margins, the left and right paragraph 
indents, and any customized tab stops. You can use the horizontal 
ruler to adjust the page margins, indents, and tab stops. 


indents Indents are the specified spacing between the block of text and 
the left or right page margin. 


landscape A page layout in which text appears horizontally on a page 
that is turned on its side. 


leader tab A tab stop that displays a row of dots from the insertion 
point to the next tab stop. Leader tabs can be left-, right-, center-, or 
decimal-aligned. 


Normal view The editing view that is used for most word processing 
tasks, such as typing, editing, and formatting. This is the default page 
layout view in Word. In Normal view, you cannot see the headers 
and footers and the page margins relative to the page borders, but 
you can see them in Print Layout view. 


page break The point at which one page ends and another begins. Word 
allows page breaks to be manually inserted and also uses an 
automatic pagination feature to determine the locations of page 
breaks. 


page margin An area of blank space between the edge of the paper and 
the text. 


paragraph Any amount of text that ends with a hard return. A blank 
line is also considered to be a paragraph because it ends with a hard 
return. 


paragraph mark A hidden formatting character that designates the end 
of a paragraph. Paragraph marks can be displayed by pressing the 
Show/Hide {] button. 
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portrait A page layout in which text appears horizontally on a vertical 
page. This is the default page orientation in Word. 


Print Layout view An editing view in Word that displays the document 
as it will be printed but still allows use of Word’s editing and 
formatting commands. In this view, you can see the headers and 
footers and the page margin setting relative to the page borders, 
whereas you cannot see these in Normal view. 


Print Preview A document view that displays the file as it will be 
printed. Unlike Print Layout view, Print Preview does not allow 
access to all Word’s editing and formatting functions. 


ruler A graphic scale, showing measurements that can be used to apply 
paragraph formatting and customize tab stops to a document. 


soft page break The point in a document where text wraps to a line 
below the bottom page margin and begins a new page. Soft page 
breaks, which appear as dotted horizontal lines in Normal view, are 
adjusted automatically by Word as you modify text within a 
document. 


spacing The vertical distance that appears between paragraphs, as well 
as the distance between the lines within a paragraph. 


tab (tab stop) A measured space that places and aligns text at a specific 
horizontal page location. Also a hidden formatting character that is 
inserted into text whenever the Tab key is pressed. 


vertical alignment The way the lines of text on a page are aligned 
vertically between the top and bottom page margins. 


vertical ruler The bar along the left edge of the document that shows the 
top and bottom page margins. You can also use the ruler to adjust 
the top and bottom page margins. 


Quick Quiz 


4 — Name three ways in which you can change the page margins in Word. 


How is vertical alignment similar and different from horizontal align- 
ment? 


3 How do you display the measurements of the page margins? 


How do you display the Headers And Footers toolbar? 


5 What's the difference between the Left Indent marker and the Left 
Page Margin marker on the ruler? 


& How do you clear a tab stop? 


7 How do you specify that you want to insert a page number in the 
top-right corner of the document? 


8 When the headers and footers boxes are displayed, what two ways 
can you switch between the header and the footer? 


9 When you delete a paragraph mark, what formatting characteristics 
does that paragraph take on? 
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important 
In the Putting It All Together section below, you must complete Exercise 1 
to continue to Exercise 2. 


Putting It All Together 


Exercise 1: If necessary, start Word. Open a new, blank Word document. 
Adjust the left and right page margins to 2 inches and change the orienta- 
tion to landscape. Insert tab stops at 2 inches, 4 inches, 6 inches, and 8 
inches. The 6-inch tab stop should be a decimal tab and the 8-inch tab 
stop should be a right tab. Type the following headings in the first line: 


Years Experience, Base, Mean, and 90%. 


Insert a new line, make heading text bold, and then save the document as 
Practice 05. 


You will use Exercise 1 to complete the following exercise. 


Exercise 2: Type the following information on the following two lines, 
pressing Tab between the entries. 


Less than 2 years 37 $37,940 $43,250 
2-5 years 164 $41,650 $55,000 


Create a centered heading with the title Survey Results and a footer with 
the current date on the left and Page X of Y on the right (where X is the 
current page and Y is the number of pages). Save the file in the Lesson05 
folder, and close the document. 


6.1 


" Using Automated 
_ Formatting 


After completing this lesson, you will be able to: 


Set AutoFormat options. 

Add automatic borders. 

Create automatic bulleted lists. 
Create automatic numbered lists. 
Modify an automatic list. 

Use the Format Painter. 

Create an AutoText entry. 

Insert an AutoText entry. 


Create and print envelopes. 
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Create and print mailing labels. 


Microsoft Word 2000 helps you save time by automating the process of 
entering and formatting text as you type. For example, when the market- 
ing manager at Impact Public Relations needs to create a numbered list, 
she types the number 1 at the start of the line. The number indicates that 
the list will be numeric. Since Word automatically numbers the list for her, 
she doesn’t have to type other numbers for the items in the list. If she 
wants to delete or insert a list item in the middle of the list, Word auto- 
matically renumbers the list. 


The marketing manager also uses the Format Painter and AutoText fea- 
tures to save time when she formats a document. By clicking the Format 
Painter button on the Standard toolbar, she is able to copy the formatting 
of the currently selected paragraph or characters. After she has copied 
the formatting, she can apply it to other paragraphs within the same 
document. 


AutoText contains stored text entries that have an abbreviated name asso- 
ciated with each entry. You use AutoText for frequently used words or 
phrases, such as your company’s name or even your own name. You can 
use the AutoText abbreviation instead of typing each character of your 
name. For example, if your name is Catherine Turner, you might choose 
the abbreviation Cath. When you want to insert your name in a docu- 
ment, you type the abbreviation Cath, press F3, and the text Catherine 
Turner is inserted into the document. 
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Word can also save you time when you want to print an envelope. After 
you finish typing a letter, you can use the Envelopes And Labels dialog 
box to create an envelope for your letter. Word automatically inserts a pre- 
defined user address, return address, and any address listed in the current 
document is inserted as the recipient’s address. You can also use Word to 
create labels in a similar manner. 


In this lesson, you will learn how to create and modify bulleted and num- 
bered lists, and you’ll use Format Painter to copy formatting and the 
AutoText feature to automate text entry. You will also practice creating 
and printing envelopes and mailing labels. 


eee: fis oy To complete the procedures in this lesson, you will create a new document 
called Expense 06. This document explains expense reporting procedures 
at Impact Public Relations. It will include borders, a numbered list, and a 
bulleted list. You'll also use the documents Letter 06 and Logo 06, 
located in the Lesson06 folder in the Word Core Practice folder on your 


hard disk. 


Setting AutoFormat Options 


You can easily create a border, bulleted list, and numbered list by using 
Word’s automated formatting features. A border is a line placed around 
one or more sides of a paragraph, table, or picture. You can also add bor- 
ders, including graphical borders, around entire pages. A bulleted list is a 
series of paragraphs with a symbol (or bullet—usually a dot, square, or 
other graphic) inserted at the start of each paragraph. A numbered list is a 
series of paragraphs with a number inserted at the start of each paragraph. 


The marketing manager at Impact Public Relations has a busy day ahead 
of her. The company’s shareholders are meeting tonight. She has several 
things to do today, and she must also gather various documents and mate- 
rials to create an information packet for each shareholder. 


She uses Word to create an automated bulleted list for all the things she 
needs to do today. She also uses Word’s automated numbered list as a 
guide for all the materials she needs for the packets and in what order to 
place the information in the packets. Because her desk is a bit cluttered, 
she decided to put a border around her To Do List to distinguish the list 
from other papers on her desk and make it easier to find. The illustration 
on the next page shows the marketing manager’s list. 


Lesson 6 Using Automated Formatting 6.3 
= eS ee eee 


AARAL RALAR RALAR RARA 


SAIAPAAAP AP AP AAAS APE PEP 
FAFA APAAP ADA AAA E PA 


NAAALALA ARAN A 


You can add borders and lists to a document manually, or you can let 
Word’s AutoFormat feature format a document for you as you type. By 
setting AutoFormat options, you instruct Word to add borders or bulleted 
and numbered lists to your documents when you start typing the borders 
or the lists. Before Word can format the text in your document as you 
type, you must verify that AutoFormat is on. 


In this exercise, you select AutoFormat options for your document. 


1 If necessary, on the Standard toolbar, click the New Blank Document 
button to create a blank document. 


New Blank Document 2% On the Tools menu, click AutoCorrect. 
The AutoCorrect dialog box appears. 
3 Click the AutoFormat As You Type tab. 


ROH 


AutoCorrect now has a more 
powerful dictionary for detecting 
and correcting spelling errors. You'll 
learnmore about using the diction- 
ary and checking spelling in Lesson 
7,"Using Editing and Proofing Tools." 


a 
oY 7 
2 
m 
z 
4 
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& inthe Apply As You Type section, select the Borders, Tables, Automatic 
Bulleted Lists, and Automatic Numbered Lists boxes, if necessary, and 
then click OK. 


The AutoFormatting options are activated. 


Adding Automatic Borders 


Have you ever created a border in a document by holding down the Shift 
key and pressing and holding down the Hyphen key? That method isn’t 
very accurate, and the border you created probably continued into the fol- 
lowing line, so you had to use the Backspace key to even it out. You don’t 
have to type hyphens across a page to create a horizontal border, instead, 
you can type just a few equal signs or dashes to create a border for 

a page. 

The marketing manager at Impact Public Relations is creating a memo to 
her marketing staff reminding them of the appropriate steps to take when 
they report their company expenses. She wants to use different borders in 
the document to separate various topics. 


In this exercise, you add double-line and single-line borders to a 
document. 


41 Inthe blank document that you just created, type the heading Report- 
ing Expenses. 


— 2 On the Formatting toolbar, click the Style down arrow, click Heading 
Center 1, and then on the Formatting toolbar, click the Center button. 


The Heading 1 style is applied to the heading, and the heading is cen- 
tered. 


m Press Enter. 
4 Type three equal signs (===), and press Enter. 


A double-line border appears at the insertion point, extending from 
page margin to page margin. 

5 Press Enter to move the insertion point to the next line, and type The 
Reporting Process. 


6 On the Formatting toolbar, click the Style down arrow, click Heading 
3, and then press Enter. 


The Heading 3 style is applied to the new heading, and the insertion 
point is positioned on the next line. 


7 Type three hyphens (---), and press Enter. 
The paragraph is automatically underlined with a single-line border. 
8 Press Enter twice, and type Expense Report Reminders. 


9 On the Formatting toolbar, click the Style down arrow, click Heading 
3, and then press Enter. 
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439 Type three hyphens (---), and press Enter twice. 


The Heading 3 format is applied to the new heading, and it is under- 
lined with a single-line border. 


Reporting Expenses 


The Reporting Process 


Expense Report Reminders 


11 On the Standard toolbar, click the Save button. 
The Save As dialog box appears. 


12 Use the Save In down arrow to navigate to the Word Core Practice 
folder. 


43 Double-click the Word Core Practice folder. 
The folder contents are displayed. 


14 Double-click the Lesson06 folder, and in the File Name box, type 
Expense 06. 


45 On the Standard toolbar, click the Save button. 
Word saves the document. 
Keep this file open for the next exercise. 


Creating an Automatic Bulleted List 


You can quickly create a bulleted list by simply typing an asterisk(*) 
before the first list item. Word formats the item as a bulleted list and con- 
W2000.2.2 tinues to add a bullet each time you press Enter. A bulleted list comes in 
handy when you are working on a project as simple as a grocery list or as 
complex as listing all the supplies or vendors you need to reach for a com- 
pany event. 


To create an automatic bulleted list, you click to position the insertion 
point at the desired location, type an asterisk, and press Tab or the 
Spacebar. Type the desired list data, pressing Enter after each list item. 


In this exercise, you create an automatic bulleted list. 


4 Press Ctrl+End to move the insertion point to the end of the document. 


Type After you fill out your expense report, check the following 
before you submit the report to the Accounting Department:, and 
press Enter twice. 


3 Type *, and press the Spacebar. 
& Type Attach the original receipts., and press Enter. 


The text is indented to the right, the asterisk turns into a bullet sym- 
bol, and another bullet symbol appears. 


5 Type Verify that beginning and ending mileage figures are included., 
and press Enter. 


6 Type Verify that the expenses on your hotel bill are itemized sepa- 
rately., and press Enter. 
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7 Type Verify that you signed the expense report., and press Enter 
twice. 
The bulleted list is completed and no more bullets appear when you 
press Enter. 


Reporting Expenses 


The Reporting Process 


Expense Report Reminders 


After you fill out your expense report, check the following before you submit the report 
to the Accounting Department: 


e Attach the original receipts. 

© Verify that beginning and ending mileage figures are included. 

© Verify that the expenses on your hotel bill are itemized separately. 
e Verify that you signed the expense report. 


B — On the Standard toolbar, click the Save button. 
Word saves the document. 


Keep this file open for the next exercise. 


Creating an Automatic Numbered List 


Just as Word can generate bulleted lists as you type, it can also generate 
numbered lists. The paragraphs are formatted with a hanging indent so 
W2000.2.2 that the number of the entry appears to the left of the text. 


A hanging indent is a formatting attribute that aligns the first line of a 
paragraph flush with the left margin and indents all subsequent lines a 
specified distance to the right. In a numbered list, a hanging indent aligns 


each new line below the start of the first word in the first line, not below 
the number in the first line. 


Numbered lists can save you time when you need to type a sequential list. 
Instead of having to type the number each time you make an entry, Word 
automatically inserts the numbers for you after you insert your first num- 
ber and text and then press Enter. If you delete an item from an auto num- 
bered list, Word will renumber the list. You can also insert additional 
items into your list and Word will number the new addition and renumber 
the rest of the list. 


In this exercise, you create an automatic numbered list. 


4 Click to position the insertion point at the begining of the blank line 
under the heading The Reporting Process, and press Enter. 


The insertion point is positioned under the heading, with a blank line 
between the heading and the current line. 


2 Type Follow these steps to fill out and submit your expense reports:, 
and press Enter twice. 


@ Type 1, and press Tab. 
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4 Type Open the Expense Report form from the network drive., and 
press Enter. 


The text is indented to the right, Word recognizes you are starting a 
list, and the number 2 is inserted on the new line. 


5 Type Fill out the form online., and press Enter. 


The insertion point moves to the next line, and the number 3 is 
inserted into the document. 


G Type Save the form to your hard disk., and press Enter. 


The insertion point moves to the next line, and the number 4 is 
inserted into the document. 


7 Type Print the form., and press Enter. 


The insertion point moves to the next line, and the number 5 is 
inserted into the document. 


@ Type Sign the form and attach the receipts., and press Enter. 


The insertion point moves to the next line, and the number 6 is 
inserted into the document. 


9 Type Send the completed form and receipts to the Expense Report 
Manager in the Accounting Department., press Enter twice, and then 
press Backspace. 


The automatic numbered list is completed. 


mm 
Reporting Expenses 


The Reporting Process 


Follow these steps to fill out and submit your expense reports: 


Open the Expense Report form from the network drive 

Fill out the form online 

Save the form to your hard disk. 

Print the form 

Sign the form and attach the receipts 

Send the form and completed receipts to the Expense Report Manager in the 
Accounting Department 
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40 On the Standard toolbar, click the Save button. 
Word saves the document. 


Keep this file open for the next exercise. 


Creating an Outline-Style Numbered List 


You can also use Word’s automatic formatting to create an outline-style 
numbered list (or simply an outline). Outlines are useful for planning 
the organization and content of documents and presentations—espe- 
cially long documents. Items in an outline typically began with a Roman 
numeral, a number, or a letter, each denoting the item’s level and sequence 
in relationship to other entries in the outline. The following illustration 
is a sample taken from an outline the marketing manager at Impact 
Public Relations has created for the speech she will give to sharehold- 
ers later this month. 
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(continued) 
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I. Welcome to the 34 Annual Shareholder Meeting 
a. Brief History of Impact Public Relations 


1. Company start date 
2? . Profitsito date 
3.  ‘List-top clients 
b. Introduce President 
c. Introduce Board Members 
Il. A plan for the future relies on strength from the past 
a. Highlights throughout the year 
b. New clients 
1. Who are they 
2. How do we cultivate relationships 
A. Introduce marketing department 
B. Introduce sales department 
a. Mention growth in this department 


b. Show sales brochure 


To create an outline style numbered list, type I., and press Tab. Type the 
topic, sentence, or heading, and press Enter. Word recognizes you are cre- 
ating an outline and inserts IJ. If you want to add more information 
under the I. heading, press Tab. Word inserts the letter a. and you are 
ready to enter the subtopic information. When you press Enter, Word 
inserts the letter b. When you are ready to begin the next topic or head- 
ing, press Backspace to move the insertion point back one tab space, so 
Word can automatically renumber the entry, based on the position of 
the insertion point. 


Modifying an Automatic List 


You can modify the numbers and bullets in your automatic lists. Word 
has many different number and bullet styles that you can use—such as 
letters, Roman numerals, boxes, or check marks. Depending on the list 
you are typing and the purposes of that list, you might want to change 
the number or bullet style to create a different look, add more profession- 
alism to the document, or match the current design of a presentation that 
you show the list in. 


Use the Bullets And Numbering dialog box to modify your lists. You can 
either use Word’s preset bullets and numbers in the dialog box or modify 
the preset options to apply custom numbers or bullets. For example, in 
the Bullets And Numbering dialog box, you can choose either the 
Bulleted or Numbered tab to display different bullet or number styles. On 
one of these tabs, choose a bullet or number style and click the Customize 
button. You can customize the size, shape, font, and even color of the 
bullet or number style you choose. 
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In this exercise, you modify the bulleted and numbered lists that you cre- 
ated in the previous exercises. 


4 Click to position the insertion point at the end of the line for the first 
numbered item (Open the Expense Report form...), and press Enter. 


A new second step is inserted after the first step. The subsequent steps 
are renumbered to accommodate the new step. 


2 Type Note: The file is located in the Forms folder. 
Select the first item in the list. 
4 Onthe Format menu, click Bullets And Numbering. 


The Bullets And Numbering dialog box appears. 


5 Click the second box in the first row, and click OK. 
The numbered list is modified to include a period after each number. 
Click the second item in the list, the one beginning with Note:. 


7 On the Format menu, click Bullets And Numbering. 
The Bullets And Numbering dialog box appears. 
@ Click None, and click OK. 


The numbering is removed from the second item in the list, and the 
remaining steps are renumbered to accommodate the change. 


Reporting Expenses 


The Reporting Process 


Follow these steps to fill out and submit your expense reports: 


1. Open the Expense Report from the network drive. 

Note: The file is located in the Forms folder. 

. Fill out the form online. 

. Save the form to your hard disk. 

. Print the form. 

. Sign the form and attach the receipts. 

. Send the completed form and receipts to the Expense Repot Manager in the 
Accounting Depan ment. 
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i Expense Report Reminders 
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11 


12 
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Right-click anywhere in the Note: line, and click Paragraph. 
The Paragraph dialog box appears. 


In the Indentation section, select the contents of the Left box, and 
e 5 


The paragraph will be indented one-half inch from the left margin. 


In the Spacing section, select the contents of the Before box, and 
type 12. 


Word will insert 12 points of space before the paragraph. 


In the Spacing section, select the contents of the After box, type 12, 
and click OK. 


The paragraph now is indented one-half inch from the left margin and 
has 12 points of space before and after the paragraph. 
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Reporting Expenses 


The Reporting Process 


Follow these steps to fill out and submit your expense reports: 
1. Openthe Expense Report form from the network drive. 
Note: The file is located in the Forms folder. 


Fill out the form online 

Save the form to your hard disk. 

Print the form. 

. Sign the form and attach the receipts. 

Send the form and completed receipts to the Expense Report Manager in the 
Accounting Department. 
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Scroll down and select all the items in the bulleted list. 
On the Format menu, click Bullets And Numbering. 


The Bullets And Numbering dialog box appears. Notice that the 
Bulleted tab is displayed because Word recognizes that you are for- 
matting a bulleted list. 


15 


Click the first set of bullets in the second row (the check boxes), and 
click OK. 


The bulleted list is modified. 


Lesson 6 Using Automated Formatting 6.11 
a SS a ee ee ee 


46 Click anywhere outside the bulleted list. 
The list is deselected. 


Expense Report Reminders 


After you fill out your expense report, check the following before you submit the report 
to the Accounting Department: 


Q Attach the original receipts. 

QO Verify that beginning and ending mileage figures are included. 

a Verify that the expenses on your hotel bill are itemized separately. 
u Verify that you signed the expense report. 


TF On the Standard toolbar, click the Save button, and on the File menu, 
click Close. 


Word saves and closes the document. 


Applying Multiple 
Attributes with Format Painter 


Format Painter allows you to quickly copy the attributes of text that you 
have already formatted and apply these attributes to other text. The mar- 
keting manager at Lakewood Mountains Resort has created several cus- 
tom styles for her newsletters. She is creating a brochure detailing 
information on the summer programs available at the resort and wants to 
reuse formatting that she has created for some paragraphs in the newslet- 
ters. Because she isn’t using previous newsletters as a guide for the bro- 
chure, she’ll have to duplicate all the custom formatting manually, unless 
she uses the Format Painter button. 


W2000.1.10 


To reapply formatting attributes to text, simply select the formatted text, 
and on the Standard toolbar, click the Format Painter button, and select 
the new text you want to be formatted. Format Painter paints (or copies) 
the selected formatting onto the selected text. 


tip 

Format Painter can be used to copy character formats, such as font, point size, 
and color. Format Painter can also copy paragraph formats, such as spacing, 
alignment, indentation, kerning (character spacing), and tabs. To copy char- 
acter formatting, you select the text with the formatting that you want to 
copy. To copy paragraph formatting, you click anywhere in a paragraph with 
the formatting that you want to copy. 


In this exercise, you format a paragraph and then use the Format Painter 
to copy character formatting and paragraph formatting characteristics. 


4 On the Standard toolbar, click the Open button. 
The Open dialog box appears. 


To display the LessonO6 folder, click the Look In down arrow, click the 
icon for your hard disk, double-click the Word Core Practice folder, and 
then double-click the Lesson06 folder. 


The contents of the Lesson 06 appear in the open dialog box. 
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3 Double-click the file Letter 06. 

The file is opened in Word, and the Open dialog box closes. 
4 Select the date at the top of the letter. 
5 On the Format menu, click Font. 

The Font dialog box appears. 


6 Inthe Font list, scroll up or down until you see Arial Narrow, and click 
Arial Narrow. 


7 Click the Character Spacing tab. 
The character spacing options appear in the dialog box. 
8 Click the Spacing down arrow, and click Expanded. 


The spacing between characters will be expanded by a number of 
points that you specify. 


9 To the right of the Spacing box, select the contents of the By box, type 
3, and click OK. 


The spacing between characters is expanded to 3 points, and the font 
is changed to Arial Narrow. 


10 On the Standard toolbar, click the Format Painter button. 
11 Select the four address lines (starting with Ms. Amy Anderson). 


Format Painter 
When you release the mouse button, the address lines are converted to 
the Arial Narrow font, and the character spacing is expanded to 3 
points. 


12 Click anywhere outside the address lines. 
The address lines are deselected. 


December 15, 1999 


Ms. Amy Anderson 
Crescendo Music Society 
1234 Johnson Road 
Charlotte, VT $8052 


Dear Ms. Anderson, 
This letter is in response for your request for information about the services provided by 
Impact Pubic Relations Impact PR). Impact PR comprehensive public relations services 


including advertising and marketing communications services for m variety of diverse 


43 Click anywhere in the next line beginning Dear Ms.... 
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T4 On the Format menu, click Paragraph. 


The Paragraph dialog box appears with the Indents And Spacing tab 
on top. 


Í Paragraph 


45 inthe Spacing section, select the current contents in the After box, 
type 12, and click OK. 


Twelve points of space are inserted after the paragraph. 


46 On the Standard toolbar, click the Format Painter button, and select 
the remaining paragraphs in the letter. 


porta REAA The paragraph spacing is applied to all remaining paragraphs in the 


letter. 
47 Click anywhere outside the selected text. 
The text is deselected. 


December 15, 1939 


Ms. Amy Anderson 
Crescendo Music Society 
1234 Johnson Road 
Charlotte, VT 98052 


Deer Ms. Anderson, 


This letter is in response to your request for information ebout the services provided by 
Impact Pubic Relations (Impact PR), Impact PR comprehensive public relations services 
include advertising and marketing communications services for a variety of diverse 
corporations, businesses, and nor-profit organizations. A full service agency, Impact PR 
has handled public relations and advertising for everything from sewing machines and 
frozen foods to computer software applications and book promotions. 


Impact PR works with m variety of clients in the Northem New England area, Boston, 
New York, and New Jersey in the fields of manufecturing, healthcare, financial services, 
education, and computer software. Impact PR also offers in-house ais design 
capabilities to produce distinctive, results-oriented autvertising and collateral including 
annual reports, brochures, corporate identity, logos, and more. 


With a philosophy of providing hands-on attention and personalized service for our 
clients, Impact PR is coramitted to creative, high-quality work, innovative solutions, and 
responsive service. We believe dedicated teamwork is the key to helping our clients 
achieve success. 


Please feel free to contact me for more information. | can be reached by phone «t 802- 
555-1234, or by e-mail at someons@raicrosoft = i 


6.14 Microsoft Word 2000 Step by Step Courseware Core Skills Student Guide 


New Blank Document 


48 On the File menu, click Save As, and save the document with the 
name Letter 06 Edited. 


Word saves the document. 
Keep this file open for the next exercise. 


Creating an AutoText Entry 


An AutoText entry is a shorthand representation of a lengthy phrase, 
name, or other text that can be quickly inserted into a document. You 
might create an AutoText entry to store a frequently used address, a closing 
for a letter, or frequently typed names and terms. The marketing manager 
at Lakewood Mountains Resort created an AutoText entry for the com- 
pany name. Whenever she types the letters lnr in a document, Word 
replaces them with the AutoText entry Lakewood Mountains Resort. 


If you create an AutoText entry in a document that is based on the Nor- 
mal template, the entry is stored globally, making it available in any docu- 
ment. If you create a document that is based on a template other than the 
Normal template, you can store the AutoText entry either globally or just 
in the template that you are using. If you choose the latter, the AutoText 
entry is available only in documents based on that particular template. 


In this exercise, you create AutoText entries for a closing to a letter, the 
Impact Public Relations company name, and the company logo. 


On the Standard toolbar, click the New Blank Document button. 
Type Sincerely,. 

Press Enter five times, and type Lisa Jacobson. 

Press Enter, and type Marketing Manager. 


wi &@ W N aa 


Select the text, click the Font down arrow on the Formatting toolbar, 
and then click Arial Narrow. 


Press AIt+F3. 


The Create AutoText dialog box appears. The first line of the selected 
text appears as the default name for the AutoText entry. 


7 inthe Please Name Your AutoText Entry box, type lc (shorthand for 
letter closing), and click OK. 


The closing text for a letter is saved as an AutoText entry called /c, 
and it is added to the Normal template. 


2 Press Ctrl+End to move to the end of the document, and press Enter 
twice. 


$ Type Impact Public Relations. 


10 Select the text that you just typed, and press Alt+F3. 
The Create AutoText dialog box appears. 
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144 Type ipr in the Please Name Your AutoText Entry box, and click OK. 
The company name is saved as an AutoText entry called ipr. 
42 Close the document that you just created without saving the changes. 


43 On the Standard toolbar, click the Open button in the Open dialog 
box, double-click the file Logo 06. 


44 Click the logo. 


Resizing handles (small white boxes) appear around the border of 
the logo. 


15 Press Alt+F3. 
The Create AutoText dialog box appears. 


46 In the Please Name Your AutoText Entry box, type logo, and click OK. 
The company logo is saved as an AutoText entry called /ogo. 
47 Close the document without saving the changes. 


Inserting An AutoText Entry 


At Impact Public Relations, Lisa Jacobson was recently promoted to mar- 
keting manager. One of her first duties in her new position is to continue 
with the correspondence handled by her predecessor. She has 12 different 
letters that require her name at the bottom of each. Instead of typing a 
closing for each letter, she created an AutoText entry and can insert the 
entry into each document. 


After you create an AutoText entry, you can insert it anywhere in a docu- 
ment. If you know the name of the entry, you can simply type the name 
and press F3. If you are not sure of the name, you can select the entry 
from the AutoCorrect dialog box. 


In this exercise, you insert the logo and closing AutoText entries into the 
file Letter 06 Edited. 


4 Make sure the Letter 06 Edited document is displayed. If it is not dis- 
played, click its button on the Windows taskbar. 


2 Press Ctrl+End, and press Enter. 


The insertion point moves to the end of the document, and a blank 
line is inserted after the last line. 


3 Type Ic, and press F3. 

The letter closure lines are added to the end of the letter. 
@ Press Enter, type ipr, and press F3. 

The company name is added to the end of the letter. 


With a philosophy of providing hands-on attention and personalized service for our 
clients, Impact PR is committed to creative, high-quality work, innovative solutions, and 
responsive service. We believe dedicated teamwork is the key to helping our clients 
achieve success 


Please feel free to contact me for more information. I can be reached by phone at 802- 
555-1234, or by e-mail at someone@microsoft.com. 


Sincerely, 


Lisa Jacobson 
Marketing Manager 


Impact Public Relations 
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5 Press Ctrl+Home. 

The insertion point moves to the top of the document. 
G Type logo, and press F3. 

The logo is inserted at the top of the letter. 


7 j 
et Publie Relations 
= 


December 15, 1999 


Ms. Amy Anderson 
Crescendo Music Society 
1234 Johnson Road 
Charlotte, VT 98052 


Dear Ms. Anderson, 


This letter is in response to your request for information about the services provided by 
Impact Pubic Relations Impact PR). Impact PR comprehensive public relations services 
include advertising and marketing communications services for a variety of diverse 
corporations, businesses, and non-profit organizations, A full service agency, Impact PR 


has handled public relations and advertising for everything from sewing machines and 


7 ~~ On the Standard toolbar, click the Save button. 
Word saves the document. 


Keep this file open for the next exercise. 


ste Creating and Printing Envelopes 


L/ Microsoft® \~ 


You can also use Word to format envelopes and mailing labels. Instead of 
using a typewriter to individually type each name and address on an enve- 
W2000.3.14 lope, Word can save you valuable time by printing the envelopes all at 
once. To create envelopes, you type the names and addresses using the 
Envelopes And Labels dialog box. 


The marketing manager at Impact Public Relations is sending letters to all 
of last year’s clients. Because her letter is a formal business letter, the 
addresses and names of all the clients have been entered into the letters. 
She can use Word to print envelopes for each letter without having to 
type each envelope individually. 


The marketing manager also sends out the annual report to shareholders, 
but when she puts the report package together, she encloses a handwritten 
note, rather than a business letter. Because the addresses are not stored in 
Word, she must type the addresses in the Envelopes And Labels dialog 
box to print the envelopes one by one. 


To create an envelope, on the Tools menu, click Envelopes And Labels. 
On the Envelopes tab of the Envelopes And Labels dialog box, you can 
type the recipient’s address under Delivery Address, or if you’re using an 
existing letter, this information will be captured from the letter. If the 
return address doesn’t appear, or if you want to change it, you can type a 
return address. When you add the return address, the address information 
is added to the top of the letter. 


Insert Address 
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tip 

You can specify a default return address to appear every time you print 
an envelope by typing the address on the User Information tab of the 
Options dialog box. On the Tools menu, click Options, and click the User 
Information tab. In the Mailing Address box, type a return address. The next 
time you print an envelope, the address that you specified appears in the 
Return Address box. 


important 


You must have a printer to complete the following exercise. 


In this exercise, you create and print an envelope using an existing letter. 


On the Tools menu, click Envelopes And Labels, and click the Enve- 
lopes tab, if necessary. 


The Envelopes And Labels dialog box appears with the Envelopes tab 
on top. 


Jacobson 
Impact Public Relations 
4567 Main Street 
Charlotte, VT 80227 


Ms. Amy Anderson 


Crescendo Music Society 
1234 Johnson Road 
Charlotte, VT 98052 


In the Return Address box, enter the mailing address so that it contains 
the following lines of text: 


Lisa Jacobson 

Impact Public Relations 

4567 Main Street 

Charlotte, VT 80227 

Click the Add To Document button. When Word asks if you want to 
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save the new return address as the default, click No. 
The envelope information is added to the top of the letter. 


Fisa Jacobson 


Erewhon, CA80227 


Ms. Amy Anderson 
sic Society 
on Road 


4 Click the Save button to save the document using the current name. 
5 On the Tools menu, click Envelopes And Labels. 


The Envelopes And Labels dialog box appears with the Envelopes tab 
selected. 


G insertan envelope in the printer as shown in the Feed box, and click 
the Print button. 


The envelope is printed. Your printer might require you to press a form 
feed button on the printer to indicate that the envelope has been inserted. 


Creating and Printing Mailing Labels 


You can also use Word to print a single label or an entire sheet of labels 
containing the same information for each label. The marketing manager at 
Impact Public Relations is developing a brochure for one of her clients. 
W2000.3.14 She sends the updated proofs to the client at least twice a week. She prints 
sheets of labels with the same address on each sheet so that she doesn’t 
have to type the mailing address for each envelope. 


When you select text before you begin creating a label, Word inserts that 
text as the label address. Otherwise, if there is an address in the current 
document, Word assumes that is the address to be used, and Word inserts 
this address. You can edit the text that Word inserts. 


If you want to print a full page of labels, in the Envelopes And Labels 
dialog box click the Labels tab, click the Option button, and select the 
Full Page Of The Same Label option. If you want to print an individual 
label, On the Labels tab of the Envelopes And Labels dialog box, select 
the Single Label option. You can use the Row and Column up and down 
arrows to indicate the location on the sheet of labels where you want the 
label to print. 


If you want to create a sheet of labels and edit the labels, or save the 
labels and print them at another time, you can create a document just for 
the labels by clicking the New Blank Document button. You can then 
save the document and access it at another time. 


In this exercise, you create a label, change the label size, print a single 
label, print an entire sheet of labels, and create a labels document. 
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On the Tools menu, click Envelopes And Labels, and click the 
Labels tab. 


The Envelopes And Labels dialog box appears with the Labels tab 
on top. The address information is retrieved from the letter. 


Enya and | ihe 


Click the Options button. 
The Label Options dialog box appears. 


Label Options 


In the Product Number box, scroll down, and click the 8922 — Address 
option, and then click OK. 


The Envelopes And Labels dialog box appears. The Avery Standard, 
8922 Address labels are selected. 


j Envelopes and Labels 


; @ Full page of the same label | ees i 
| C Single label ! 


sah H < chan fi "a l 
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Click the Print button. 
The label is printed. Your printer might require you to press a form feed 
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button on the printer to indicate that the labels page has been inserted. 
5 On the Tools menu, click Envelopes And Labels. 
The Envelopes And Labels dialog box appears. 


6 Verify the Full Page Of The Same Label option is selected, and click 
the Print button. 


The same address is printed on the entire sheet of labels. 


7 On the Tools menu, click Envelopes And Labels. 
The Envelopes And Labels dialog box appears. 
8 Click the New Document button. 


A new document is created with a sheet of labels. You can use this docu- 
ment to edit the labels, or save it to print the labels at a later time. 


9 Save the labels document with the name Labels 06, and close the 


New Blank Document document 


Word saves and closes the document. 


Lesson Wrap-Up 


In this lesson, you learned how to set AutoFormatting options, add bor- 
ders to documents, create bulleted and numbered lists, and use the Format 
Painter. You also learned how to create and insert an AutoText entry and 
how to create and print envelopes and mailing labels. 


If you are continuing to the next lesson: 


4 On the Standard toolbar, click the Save button to save any final 
changes made to the letter that you formatted. 


2 On the Tools menu, click AutoCorrect, and click the AutoText tab. 


3 In the list of AutoText entries, scroll down until you see ipr, click this 
AutoText entry, and click the Delete button. 


Save 


4 Repeat step 3 to delete the /c and logo AutoText entries. 
g Click OK. 


6 On the File menu, click Close. If you are prompted to save the 
changes, click Yes. 


Word saves and closes the document. 


If you are not continuing to other lessons: 


4 On the Standard toolbar, click the Save button to save any final 
changes made to the letter you formatted. 


2 On the Tools menu, click AutoCorrect, and click the AutoText tab. 


3 In the list of AutoText entries, scroll down until you see ipr, click this 
AutoText entry, and click the Delete button. 


4 Repeat step 3 to delete the /c and /ogo AutoText entries. 
5 = Click OK. 
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6 On the File menu, click Exit. If you are prompted to save the changes 
to the document, click Yes. 


Word saves the changes to the file. 
The file closes and the Word program closes. 


Lesson Glossary 


AutoText A feature in Word that allows you to store a phrase, name, 
title, text, or a picture and associate a shorthand abbreviation for the 
item. You can then quickly insert the item into a document by typing 
the shorthand abbreviation. 


border A line placed around any side of a paragraph, table, or picture. 
You can also apply borders to cells within a table. 


bulleted list A series of paragraphs with a bullet (a dot or other graphic) 
inserted at the start of each paragraph. The paragraphs are generally 
formatted with a hanging indent so that the bullet appears to the left 
of the paragraph text. 


Format Painter A button on the Standard toolbar that allows you to 
copy all character or paragraph formatting and apply it to other 
selected text. 


kerning The amount of space between letters. Kerning can enhance or 
improve how the text appears on the paper. 


numbered list A series of paragraphs with a number inserted at the start 
of each paragraph. The paragraphs are generally formatted with a 
hanging indent so that the number appears to the left of the 
paragraph text. 


Quick Quiz 


4 — How do you copy a format multiple times? 


What settings need to be activated before you can create an automatic 
bulleted list and numbered list as you type? 


3 Ifyou know the name of an AutoText entry, what is the easiest way to 
insert the entry? 


4 When you print an envelope, what option do you select so that the 
return address is not printed on the envelope? 


§ How do you add an automatic single-line or double-line border to a 
document as you type? 


& What do you need to do if you want to print only a single label and 
not a full page? 


7 What characters are used to automatically create a bulleted or num- 
bered list as you type? 


& How do you create an AutoText entry? 


8 How do you remove numbers from a numbered list? 
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Putting It All Together 


Exercise 1: If necessary, start Word. Create a new document, and add 
the heading Birthday Party to the document using the Heading 1 style. 
Center the heading towards the top of the document, and create a 
double-line border below and above the heading. Using the information 
below, insert a numbered list and a bulleted list into the document, below 
the heading. (Don’t worry about creating the accent character for pifiata.) 
Save the document as Border-Lists Practice 06, and close the document. 
Numbered list information: 

Book magician 

Order cake 

Pick-up balloons and streamers 

Buy party hats 

Get napkins, plates, spoons, and table cloth 

Clean living room 

Hang piñata in the backyard 


Bulleted list information: 
Magic show 
Pin the tail on the donkey 
Musical chairs 
Open presents 
Birthday cake 
Pinata 


important 

You will need to have a printer to complete Exercise 2. You can print the 
envelope and labels on regular sheets of paper if you do not have these 
supplies with you. 


Exercise 2: Using a new document, create an AutoText entry for the 
Madrona Community Orchestra. Name the AutoText entry mco. Insert 
the AutoText entry at the top of a new, blank document, and type the 
address: 


8765 Washington Road 
Sacramento, CA 80215 


Create and print an envelope for this document using the above address 
for the recipient and return addresses, and print a full sheet of labels with 
the Orchestra address for the 5160 Address label type. Save the document 
as Addresses 06. 


7A 


Using Editing 
and Proofing Tools 


After completing this lesson, you will be able to: 


Check spelling in a document. 

Check for grammatical errors. 

Use the Thesaurus. 

Find specific text. 

Replace specific text. 

Create AutoCorrect entries and exceptions. 
Highlight text. 

Insert the date and time as text or as a field. 


yee Sw SN NOS 


Insert special characters. 


Before you deliver a Microsoft Word 2000 document to others, you 
should always proofread it carefully. Proofreading involves correcting all 
spelling and grammar errors and making any other final changes to the 
document. Fortunately Word’s spelling and grammar capabilities can do 
some of this work for you. 


The dictionary contains all words that Microsoft identifies as correct when 
you check the spelling of a document, including many proper nouns and 
acronyms. If you type Our plans is to send the document after it has been 
proofread, Microsoft will mark plans is as a grammatical error. On the 
other hand, if you type Too whom it may concern, Word will not mark the 
word Too as being a grammatical error. The bottom line: even after you 
use Word’s spelling and grammar checking features to make corrections in 
a document, you still need to read through the document carefully to look 
for any additional errors. 


You can also customize spelling and grammar checking feature by defining 
which grammar rules apply. For instance, you might want to use casual 
language (including contractions) when you compose a letter to a friend. 
When you compose letters to business associates, you might want to use 
more formal language. You can change the language style to suit your 
audience. Word will then mark grammatical errors based on the rules for 
the style of language that you want to use. If you specify that you want 
to use the Formal language style, and you type I don’t think this is an 
acceptable solution, Word will mark don’t as a grammatical error because 
contractions generally aren’t permitted in formal English. 
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Word can also automatically correct common grammatical errors as you 
type them. For instance, if you type Your my top candidate, Word will 
change Your to You’re as soon as it identifies the grammatical error. 


You might also want to find a synonym for a particular word to give 
your document a more forceful or professional tone. Word has a thesau- 
rus that you can use to improve the word choices in your document. In 
this exercise, you will use these and other proofing and editing tools to 
correct and improve documents. 


In this lesson, you will check spelling and grammar in a document. Use 
the thesaurus, and find and replace specific text. You will also create 
AutoCorrect entries, highlight text, insert date and time fields, and special 
characters. 


fone — c> To complete the procedures in this lesson, you will use the file Brochure 
07 in the Lesson07 folder in the Word Core Practice folder located on 
your hard disk. This document explains the services provided by 
Impact Public Relations. 


Understanding Spelling 
and Grammar Checking Options 


As you type the contents of a document, you might notice that some 
words or phrases are underlined with red or green wavy lines. These 
symbols are part of the spelling checking and grammar checking 
features in Word. A red wavy line identifies words that are not found 
in the dictionary, and a green wavy underline indicates phrases and 
grammatical constructions that Word detects as being potentially gram- 
matically incorrect. To correct the error, you can manually edit the word 
or phrase, or you can use the Spelling And Grammar dialog box to view 
and select from suggested changes. After the word or phrase has been 
corrected, the red or green wavy line no longer appears. 


You can check the spelling of a single word, or you can use the 
Spelling And Grammar dialog box to check the spelling and grammar 
in an entire document. This feature marks incorrectly spelled words, 
locates repeated words, and identifies capitalization and grammatical 
errors. To access the Spelling And Grammar dialog box, on the Standard 


wal toolbar, click the Spelling And Grammar button, or on the Tools menu, 
Spelling And Grammar click Spelling And Grammar. 


If you are correcting an individual spelling error, Word can display a list 
of possible corrections for a misspelled word. Simply right-click the text 
that is underlined in red to display a shortcut menu, and select the 
correct spelling from the list of possible corrections. 


(continued) 
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continued 


“New! 


The spelling checking feature is 
now more powerful than earlier 

versions, with the capability to 

identify hundreds of additional 
names of people, organizations, 
companies, cities, countries, and 
even e-mail and Web addresses. 


When you check the spelling for a complete document, Word compares 
each word in the document with words in its standard dictionary. If an 
error is found, the word is selected in the document window, and alter- 
native selections are listed in the Suggestions list. After a possible mis- 
spelled word has been located, the following options are available, some 
of which appear as buttons in the Spelling And Grammar dialog box. 


Button Function 


Ignore Ignores only that occurrence of the selected word. 

Ignore All Ignores all occurrences of the word. 

Add Adds the word to the custom dictionary. 

Change Replaces the selected word with the selected word 
in the Suggestions list. 

Change All Replaces all occurrences of the word with the 
selected word in the Suggestions list. 

Suggestions Lists alternative suggestions for the misspelled word 
in the list. 


AutoCorrect Adds the word to a list that Word uses to auto- 
matically correct spellings of the word as you 


type it. 
Undo Returns a spelling correction to its previous state. 
Delete Appears if a double occurrence of a word is 


detected (such as to to modify the document), 
and can be used to delete the second occurrence 
of a word. 


Options Customizes spelling and grammar checking. For 
example, you can specify whether you want Word 
to ignore certain words with uppercase characters or 
words with numbers when Word checks spelling. 
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Checking Spelling in a Document 


There are three basic ways to check spelling in a document, depending on 
whether you want to correct errors as soon as Word identifies them or 
W2000.1.3 whether you want to wait and check spelling for the entire document after 
you have created it. 


© Right-click a word that has a red wavy underline and then select a 
suggested correction from the list. 


E = On the Standard toolbar, click the Spelling And Grammar button 


SP eng Ane Gana to check spelling and grammar in the entire document. 


ŒE = On the Tools menu, click Spelling And Grammar to check spelling 
and grammar in the entire document. 


In this exercise, you correct a single spelling error, check a complete docu- 
ment for spelling errors, and then correct or ignore the potential errors 
that Word identifies. 


1 On the Standard toolbar, click the Open button. 
The Open dialog box appears. 


2 Click the Look In down arrow, double-click the icon for your hard 
drive, double-click the Word Core Practice folder, and then double- 
click the LessonO7 folder. 


The contents of the LessonO7 folder are displayed. 
3 Double-click the file Brochure 07. 
The file Brochure 07 appears in Word and the Open dialog box closes. 


4 Inthe first line of the second paragraph, right-click the misspelled word 
aech, and click each in the list of possible corrections that 
appears. 


The word is corrected in the document. 
5 On the Standard toolbar, click the Spelling And Grammar button. 


The Spelling And Grammar dialog box appears with the word 
IPRnetworks selected in the document window. 


y 
Spelling And Grammar 


Word has no spelling suggestions for this term. 


Í Spelling and Grammar: English (U.S.} 


{Meetings are on the second Tuesday of 
“jeach month and we call them 
j!PRnetworks, 


(no spelling suggestions) 
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Clear the Check Grammar check box if it is currently selected. 
Click the Ignore All button. 


The word and all future instances of it in the document are ignored, 
and the word an is selected. Because this is an occurrence of a double 
word and not a misspelling, no alternative spellings are offered. 


Click the Delete button. 


The second occurrence of the word an is deleted, and the capital- 
ization error MEmbership is selected. The correct usage of the 
capitalized word is displayed and selected in the Suggestions list. 


Click the Change button to change the capitalization to Membership. 


Word continues to check the document for spelling errors. When an 
error occurs, choose the best choice in the Suggestions list and click 
the Change button. Continue making the necessary corrections in the 
document. 


When Word has finished locating all potential spelling errors, the 
following message box appears. 


Click OK. 
The Spelling And Grammar dialog box closes. 


On the File menu, click Save As, and Save the document as Brochure 
07 Edited. 


Word saves the document. 
Keep this file open for the next exercise. 


Using the Shortcut 
Menu for Words and Phrases 


_ To identify the cause of a single grammatical error, you can right- 
click any word marked with a green wavy line to display a shortcut 
menu, and then make a selection from the shortcut menu as desired. The 
first item on the menu is a brief description of the error. If you click the 
About This Sentence item on the shortcut menu, Word displays a more 
thorough explanation of the grammatical problem and suggests ways 
to correct it. 


If a red wavy line appears under a word that you know is spelled cor- 
rectly (such as a proper name), you can add that word to the dictionary. 
To add a word to the dictionary and remove the red wavy line from all 
instances of that particular spelling, right-click the word to display a 
shortcut menu, and click Add. 
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Checking for Grammatical Errors 


After you have typed your document, you can use Word to check the 
entire document for grammar and spelling errors. If an error is found, the 
WAS E word or phrase is selected in the Sentence box, and alternative words or 
phrases appear in the Suggestions list. You can ignore the error, check the 
grammar rule, or make changes to the existing document. 


Normally Word checks for spelling and grammatical errors at the same 
time—with one exception. If you clear the Check Grammar With Spelling 
check box, Word checks only for spelling errors. You cleared this check 
box in the previous exercise to check for spelling errors only, so grammati- 
cal errors might still occur in ‘your document. You can still check for 
grammatical errors at a later time. 


To check grammar in a document (after you’ve turned on grammar check- 
ing), on the Standard toolbar, click the Spelling And Grammar button to 
display the Spelling And Grammar dialog box. Click the Ignore button to 
ignore an error; click the Ignore All button to ignore the error wherever it 
occurs; or click the Change button to make the suggested replacement that 
appears in the Suggestions list. 


If Word identifies a grammatical problem that can’t be corrected with a 
simple replacement (such as a sentence fragment or words that appear to 
be out of order), the Change button will be grayed out (made unavailable). 
However, the dialog box will suggest that you consider revising the 
sentence. 
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the to change it to a throughout your document, you 
might also accidentally replace the with a every time 
‘jit appears in the middle of a word. 


In this exercise, you check the grammar in a document. 


1 Press Ctrl+Home to position the insertion point at the beginning of 
the document. 


2 = = On the Tools menu, click Options. 
The Options dialog box appears. 


Z Inthe Options dialog box, click the Spelling And Grammar tab, if 
necessary. 


4 Inthe Grammar section, verify that the Check Grammar With Spelling 
check box is selected, and click OK. 


5 Scroll down until you see the sentence that is underlined with a green 
wavy line (the sentence begins Membership open to individuals). 


6 Right-click anywhere in the sentence. 


Word displays a shortcut menu that shows the grammar rule 
(fragment) that is being violated. 


Fragment (consider revising) 


7 On the shortcut menu, click About This Sentence. 


The Office Assistant appears and explains the meaning of a fragment 
and suggests ways to correct the grammatical error. 


ragment 


if the marked words are an incomplete thought, 
‘onsider developing this thought into a complete 

sentence by adding a subject or a verb or combining 
his text with another sentence, 


Instead of: Meteors the entire night. 
Consider: We watched meteors the entire night. 


Instead of: A rose by any other name, — 


Consider: 4 rose by any other name still smells sweet, 


8 Click after the space following the word Membership, type is, and 
then press the Spacebar. 


The error is corrected by adding a verb to the sentence, and the green 
wavy line no longer appears. 


Keep this file open for the next exercise. 
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Specifying a Writing Style 
and Using Readability Statistics 


Word checks the grammar of a document based on writing styles. A 
writing style is a set of grammatical rules and conventions that deter- 
mine whether a particular phrase or sentence structure is appropriate 
for your intended audience. 


For example, different departments at Impact Public Relations 
use different writing styles for their grammar checks. The marketing 
manager likes to set the grammar checker to use the Casual writing style 
because most of her documents are about upcoming events and are sent 
to previous and prospective hotel guests. The operations manager, on 
the other hand, prefers to set the grammar checker style to Formal, 
because he sends most of his documents to contractors and business 
partners. 


By default, the grammar checker uses the Standard writing style. To 
change the writing style, on the Tools menu, click Options to display the 
Options dialog box, and then click the Spelling And Grammar tab, if 
necessary. In the Writing Style box, click the down arrow, and select the 
desired style. 


You can also use the Spelling And Grammar dialog box to display your 
document’s readability statistics. Readability statistics show useful 
information about the document, such as the average number of words 
per sentence and the average number of characters per word. For 
instance, if the readability statistics show that the average number of 
words per sentence is more than 20, you might want to consider break- 
ing some sentences into two sentences to enhance readability. If you have 
selected the Show Readability Statistics check box prior to checking a 
document for grammatical errors, the Readability Statistics window 
appears after the spelling and grammar check is completed. 


Using the Thesaurus 


Word’s thesaurus helps you look up alternatives or synonyms for a 
particular word. To use the thesaurus, click the word that you want to 
look up. On the Tools menu, point to Language, and click Thesaurus 
w2000.1.4 to display the Thesaurus dialog box. 


a a hens = x | 


WA 


You can now right-click any 

word to view synonyms on a 

shortcut menu. For instance, if you 
double-click the word automatic and 
point to Synonyms on the shortcut 
menu that appears, Word will suggest 
routine, habitual, mechanical, and 
several other possible synonyms. 


Lesson 7 Using Editing and Proofing Tools 7.9 


In the Thesaurus dialog box, if you see a word that you would rather 
use, click the word in the Replace With Synonym box, and click the 
Replace button. To look up additional synonyms, select a new word in 
the Meanings box, and click the Look Up button to view a new list of 
words in the Replace With Synonyms box. 


You can also use the shortcut menu to look up synonyms. To do so, right- 
click a word, and point to Synonyms on the shortcut menu. Words with 
similar meanings are listed. The word that appears first in the list is the 
term that Word suggests as being the closest in meaning to the word. Click 
the desired word in the list. 


FE Bullets and Numbering.. 


In this exercise, you use the thesaurus to replace a word with a more 
appropriate synonym. 


4 Scroll down until you see the paragraph that begins /mpact PR also 
provides. 


3 Inthe second line, right-click the word variety, and point to Synonyms 
on the shortcut menu that appears. 


A list of synonyms for variety appears. 


3 Inthe list of synonyms, click range. 
Word replaces the word variety with range. 
Keep this file open for the next exercise. 
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Finding Specific Text 


When you edit long documents, you might want to move quickly to a 
particular location in the document so that you can review or edit text at 
w2000.1.12 this location. If you know the location of the document contains a 
unique word or phrase, you can use Word’s Find and Replace dialog box 
to locate the word or phrase. 


In the Find And Replace dialog box, you can click the More button to 
display additional search options. These search options allow you to 
define settings such as whether you are using wildcards or the Sounds 
Like feature. 


$ Find and Fi 


A wildcard character stands for any character that appears in one or more 
positions within a word or string of text. To use wildcards, in the Find 
And Replace dialog box, click the More button, and select the Use 
Wildcards check box. Use the question mark (?) wildcard symbol in a 
search string to represent any character in a single position within the 
word or text string. For example, the string /?t finds hat, hit, hot, and 
hut. Use the asterisk (*) wildcard symbol to represent any string of 
characters. For example, the string )*t finds hat, hurt, and even had sent. 


You can use the Sounds Like feature to find words that sound similar to 
the text string you are searching for but might be spelled differently. For 
example, when you use the Sounds Like feature for the word meet, Word 
identifies meet, meat, and mete as matching the Sounds Like rule. 
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In this exercise, you find a string of text within the current document, 
and you expand the Find And Replace dialog box to display additional 
search options. 


4 Press Ctrl+Home to position the insertion point at the beginning of the 
document. 


2 On the Edit menu, click Find. 
The Find And Replace dialog box appears. 
B In the Find What box, type meetings, and click the Find Next button. 


The word meetings at the beginning of the second paragraph is now 
selected. The Find And Replace dialog box remains unchanged. 


& Inthe Find And Replace dialog box, click the Find Next button to dis- 
play the next occurrence of the word meetings. 


The word meetings at the end of the second paragraph is now 
selected. The Find And Replace dialog box still remains unchanged. 


§ Click the Find Next button again. 


Word searches again for the word meetings and displays a message 
box indicating that Word has finished searching the document. 


6 Click OK. 
The message box closes. 
7 Inthe Find And Replace dialog box, click the More button. 
The dialog box expands to show the Search Options section. 
8 Inthe Find And Replace dialog box, click the Cancel button. 
The dialog box closes. 
Keep this file open for the next exercise. 


Using Go To 


You can also use the Go To tab in the Find And Replace dialog box to 
move the insertion point to specific text in the document, such as a 
W2000.3.8 specific page, section, or heading. To access the Go To tab, on the Edit 
menu, click Go To. 


(continued) 
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continued 


In the Go To What list, select the option with which you want to search 
your document. For example, if you choose Footnote, Word narrows the 
search to the Footnotes in your document. You can type a plus sign (+) 
followed by a number and click the Go To button to move forward the 
designated number of items relative to the current position of the 
insertion point. For example, if you type a plus sign (+) followed by the 
number 2 and click the Go To button, the insertion point would move 
forward two items from where the insertion point was located in the 
document before you used the Go To button. You can also type a 
minus sign (-) to move backward the number of items. 


To go to a specific page in a document, on the Edit menu, click Go To 
to display the Go To tab in the Find And Replace dialog box. Select 
Page in the Go To What list, type the desired page number in the Enter 
Page Number box, and then click the Go To button. 


Replacing Specific Text 


The Replace command allows you to quickly locate any string of charac- 
ters, such as a word or phrase. The string of text, when found, can be 
W2000.1.12 replaced by a different string using the Find And Replace dialog box. 


For example, the Marketing Department is revising a brochure about 

the organization and services provided by Impact Public Relations. The 
company used to be commonly referred to as Impact PR; however, now 
the company wants to use the full company name Impact Public Relations 
in all communications. The marketing manager now must find every 
instance of Impact PR in the brochure and change it to Impact Public 
Relations. 


The marketing manager could scroll through the brochure to visually 
search for text and replace each instance of Impact PR with Impact Public 
Relations, but this task is time consuming and is not a foolproof way to 
guarantee that all corrections will be made. A better approach is to use 
Word’s feature for replacing specific text. 
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tip 

Most fonts are called variable-width fonts because the spaces between char- 
acters can be adjusted to accommodate adjoining characters of different 
widths. For instance, in the word Wide, the width of the letter W is much 
greater than the width of the letter i. With most fonts, the space before the 
letter i is reduced so that the letter is “tucked in” closer to the letter W. 
When you use variable-width fonts, sentences look more professional when 
only one space follows a period. (The convention of typing two spaces after 
a period stems from the use of typewriters to create documents; most type- 
writers cannot adjust the widths between characters and words.) To make 
sure that only one space is used at the end of all sentences in a document, 
you can use Find And Replace. In the Find box, type a period (.) followed 
by two spaces. In the Replace box, type a period (.) followed by one space. 
Word searches for all the double spaces after a period and replaces them 
with a single space. 


In this exercise, you find and replace text within the current document. 


4 On the Edit menu, click Replace. 
The Find And Replace dialog box opens with the Replace tab selected. 


Find ew! Tegan 


a — Press Delete. 
The word meetings is removed from the Find What box. 
3 Inthe Find What box, type Impact PR. 


4 Press the Tab key, or click in the Replace With box, and type Impact 
Public Relations. 


5 Click the Find Next button. 
The first occurrence of /mpact PR is selected. 
G Click the Replace button. 


The abbreviated company name is replaced with the full company 
name, and the next occurrence of Impact PR is selected. 
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7 Click the Replace All button. 
All additional occurrences of Impact PR are replaced with /mpact Pub- 
lic Relations without confirmation, and Word displays a message box 
indicating that it has completed the search and identifies the number 
of replacements that were made. 


important 

Be careful when you use Replace All, because you can accidentally replace 
things that you didn't intend to. For example, if you are replacing the with a 
and you click Replace All, you might also accidentally replace the with a every 
time it appears in the middle of a word. For example, lithe becomes lia, and 
weather becomes weaar. 


& Inthe alert box, click OK. 
The alert box closes 

9 Inthe Find And Replace dialog box, click Close. 
The Find And Replace dialog box closes. 

40 On the Standard toolbar, click the Save button. 
Word saves the document. 


Keep this file open for the next exercise. 


Creating AutoCorrect 
Entries and Exceptions 


Word’s AutoCorrect feature helps eliminate typographical errors in docu- 
ments. Word uses AutoCorrect to automatically make certain sentence 
corrections as you type, such as irregular capitalization or commonly mis- 
typed words. AutoCorrect also substitutes certain words or characters 
when you type. For example, in words like 1st and 2nd, AutoCorrect 
automatically makes the st and nd superscript (1* , 2”). When you type 
fractions by typing a number, typing the slash (/) key, and then typing 
another number, AutoCorrect “shrinks” the fraction into one character 
(called a stacked fraction), rather than three characters. 


W2000.1.16 


One character Three characters 


| 
P 103 
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In the AutoCorrect dialog box, you can view the words and symbols that 
are automatically replaced. On the AutoCorrect tab of the AutoCorrect dia- 
log box, scroll through the list in the dialog box to display the symbols 
and words that are automatically replaced. 


ct: English (US.} 
KEE E anej as a 


You can also use the AutoCorrect dialog box to create your own 
AutoCorrect entries, typically to correct an error that you frequently make 
but that isn’t already defined in Word. For example, suppose that you 
have a habit of inverting the th in the word then and typing hten instead. 
You could create an AutoCorrect entry to correct this error whenever you 
type it in a document. 


tip 

You can use AutoCorrect to create replacement text for a shorthand version 
that you type. For instance, you can specify that Word replace /PR with 
Impact Public Relations whenever you type IPR. This approach is similar to 
AutoText, except you don't need to press F3 to make the replacement. Use 
AutoCorrect in this way if you're sure that you always want to replace a 
shorthand version of a text string with a lengthier string. If you want /PR 
to remain as an acronym in some locations in a document but want to 
replace it with /mpact Public Relations in other locations, create an AutoText 
entry instead of an AutoCorrect entry. 
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For words you want uncorrected, such as names, you can use AutoCorrect 
to create exceptions. AutoCorrect corrects initial caps in words and capi- 
talizes the first letter of sentences. For example, even though Word capital- 
izes the first letter of sentences, you do not want Word to capitalize the 
word following an abbreviation when you use the abbreviation within 
the middle of a sentence. This is considered an exception, or an item that 
Word treats differently than its core rule. Most common abbreviations 
(such as dept., Sr., Jr., Assoc., pt., in.) are already in Word’s list of excep- 
tions, but occasionally you might need to specify other exceptions. 


You can also create exceptions by example. For instance, if you type Our 
sister organization in San Anselmo, Calif. can also be of service, Word cor- 
rects this as Our sister organization in San Anselmo, Calif. Can also be of 
service, which is not what you want. However, if you correct the sentence 
by changing Can to can, Word detects the correction and adds Calif. to 
the list of exceptions. The next time you use the abbreviation Calif., Word 
does not capitalize the word that follows it. 


In this exercise, you create an AutoCorrect entry to replace htat with that. 
Then you create an AutoCorrect exception so that Word will not change 
ICorrect to Icorrect when you type this text string. 


1 Press Ctrl+End, and press Enter twice. 


Word positions the insertion point at the end of the document, and 
then inserts two blank lines. 


2 Type We hope htat you too will take full advantage of these services. 
Word marks htat as a potential misspelling but does not correct it. 

3 Select the sentence that you just typed, and press Delete. 
The sentence is deleted. 

4 On the Tools menu, click AutoCorrect. 
The AutoCorrect dialog box appears. 

5 Inthe Replace box, type htat, and press Tab. 

6 In the With box, type that. 
Word will replace all occurrences of htat with that. 

7 Click the Add button, and click OK. 
The AutoCorrect dialog box closes. 

& Type We hope htat you too will take full advantage of these services. 
Word replaces htat with that. 
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9 Press Enter twice, type ICorrect, and press the Spacebar. 


Word makes an auto correction by converting the C in ICorrect to 
lowercase. 


410 Onthe Tools menu, click AutoCorrect. 


The AutoCorrect dialog box appears. 


441 Click the Exceptions button, and click the INitial CAps tab. 


42 In the Don't Correct box, type Correct, and click the Add button. 
The exception is added. 


18 Click OK to close the AutoCorrect Exceptions dialog box, and click OK 
again to close the AutoCorrect dialog box. 


Both dialog boxes close. 
14 Select the word /correct, and type the following: 
We also provide a new service called ICorrect. Customers can send 
their Word documents to us via e-mail, and our expert editors can 
correct errors and suggest changes. 
This time, Word does not change /Correct to Icorrect. 
45 On the Standard toolbar, click the Save button. 
Word saves the document. 
Keep this file open for the next exercise. 


Highlighting Text 


You can use Word to highlight text in your document. The Highlight fea- 
ture works like a highlight color marker that you use on paper. Highlight- 
ing text comes in handy when you want to mark text that you are unsure 
about or if you want to call attention to a particular word or phrase. If 
you highlight text and later determine that the text needs to be changed, 
the highlighting can help you remember to make the change before you 
print or e-mail the document. 


The marketing manager at Impact Public Relations is sending out a com- 
pany memo reminding staff to straighten up their offices because the 
shareholders will be touring the facilities at the end of the week. She uses 
the highlighter to highlight the words “mandatory request per the presi- 
dent” so all the staff will recognize the importance of the message. 
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In this exercise, you select text, highlight it in yellow, and then you 
remove the highlighting. 


q Double-click the word /Correct, which you created when you typed the 
final paragraph in the previous exercise. 


The word is selected. 


2 On the Formatting toolbar, click the Highlight down arrow, and click 
the Yellow square. 


The selected text appears highlighted in yellow. 
3 Double-click the word /Correct. 
The word is selected. 


4 Click the Highlight down arrow, and click None. 
The highlighting is removed from the selected text. 
5 On the Standard toolbar, click the Save button. 
Word saves the document. 
Keep this file open for the next exercise. 


E Inserting the Date and Time 


S A 
SN eal 5 You can also use Word to insert the current date and time into a docu- 
SPEC ad ment. Occasionally, the Human Resources department of Impact Public 
W2000.1.14 Relations sends a document containing amended company policies to all 
resort employees. The date and time is inserted within the footers of the 
document so that the employees know that they are reading the most cur- 
rent version of the policies. 


Date and time information is available in many different formats and can 
be inserted as text or as a field. A field is a formula that generates specific 
results within your document. You add the field where you want the infor- 
mation to appear, and the field inserts information when you open the 
document. For example, if the date or time is inserted as a field, it is 
updated automatically when a particular action is performed, such as 
opening, saving, or printing the document. 


In this exercise, you insert the current date into the document as text and 
as dutield: 


4 Press Ctrl+Home to position the insertion point at the beginning of 
the document. 


2 On the View menu, click Header And Footer. 
The Header And Footer toolbar is displayed. 


er a On the Header And Footer toolbar, click the Switch Between Header 
st And Footer button. 
Switch Between Header 


And Footer The view of the document moves to the Footer box on the bottom of 
the first page. 
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Insert Date 


On the Insert menu, click Date And Time. 


The Date And Time dialog box appears, showing all the possible date 
and time formats in the Available Formats list. 


Click the third available format (the month that is spelled out, date, 
and the year), and click OK. 


The current date is inserted, and the dialog box closes. 


Press Tab twice to move to the right edge of the footer, type Last 
update on, and then press the Spacebar. 


On the Insert menu, click Field. 
The Field dialog box appears. 
Click Date And Time in the Categories list. 


The Field Names list displays the options that are available for the Date 
And Time category. 


“Document Automation 
Dacument Information 
Equations and Formulas 
Index and Tables 
Links and References 


In the Field Name list, click SaveDate, and click OK. 


The date that the document was last saved is inserted on the right side 
of the footer. Every time this document is saved, the date field is auto- 
matically updated. 


Click the Close button on the Header And Footer toolbar. 
On the Standard toolbar, click the Save button. 

Word saves the document. 

Keep this file open for the next exercise. 
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Inserting Special Characters 


Special characters are symbols and punctuation marks that do not have a 
key on most keyboards, such as an em dash (—), an ellipsis (...), a copy- 
right symbol (©), or a trademark (™) symbol. You can insert these special 
characters by using the Symbol command on the Insert menu. Many sym- 
bols also have shortcut keys listed next to them in the dialog box. 


The marketing manager at Impact Public Relations is putting together a 
brochure for a local toy store. Throughout the brochure are listings of 
various toys. The marketing manager uses Word’s special characters to 
insert the trademark symbol after the product name. 


In this exercise, you insert the trademark symbol into the current 
document. 


41 Press Ctrl+End to ensure that the insertion point is at the end of the 
document. 


2 Click to position the insertion point between the t and the period in 
Correct. 


3 = On the Insert menu, click Symbol. 
The Symbol dialog box appears. 
4 Click the Special Characters tab. 
The contents of the Special Characters tab appear. 


“pint 


-Symbols Special Characters | 


Hlt+Ctri+Nurm - 


-  EnDash Ctrl+Num - 
Nonbreaking Hyphen Ctrlt+_ 
5 Optional Hyphen Ctrl+- 
Em Space 
En Space 
1/4 Em Space 
s Nonbreaking Space Ctrl+Shift+Space 
© Copyright Alt+Ctrl+C 
® Registered Alt+Ctrl+R 
™ Trademark Alt+Ctrl+-T 
§ Section 
q Paragraph 


.. | Shortcut Key... d 


5 Click Trademark, and click the Insert button. 


The trademark symbol is inserted in the document at the current posi- 
tion of the insertion point. 


6 Click the Close button. 


The dialog box closes. 
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Lesson Wrap-Up 


In this lesson, you learned how to use some of Word’s editing and proof- 
ing tools, such as how to check spelling and grammar in a document; find 
and replace text; use AutoCorrect; and insert dates, times, and special 
characters. 


If you are continuing to the next lesson: 


1 On the Tools menu, click AutoCorrect. 


Click the Exceptions button, and make sure that the INitial CAps tab is 
selected. 


3 Inthe list of exceptions, click /Correct, and click the Delete button. 
4 Click OK to close the AutoCorrect Exceptions dialog box. 


5 Inthe list of replacements, scroll down until you see the replacement 
for htat, click this line in the list, and click the Delete button. 


6 Click OK to close the AutoCorrect dialog box. 


7 = On the Standard toolbar, click the Save button to save any final 
changes made to the document that you modified. 


8 On the File menu, click Close. 


Word saves and closes the file. 


If you are not continuing to other lessons: 


1 On the Tools menu, click AutoCorrect. 


2 Click the Exceptions button, and make sure that the INitial CAps tab is 
selected. 


3 Inthe list of exceptions, click /correct, and click the Delete button. 
4 = Click OK to close the AutoCorrect Exceptions dialog box. 


5 Inthe list of replacements, scroll down until you see the replacement 
for htat, click this line in the list, and click the Delete button. 


6 = Click OK to close the AutoCorrect dialog box. 


7 — On the Standard toolbar, click the Save button to save any final 
changes made to the document that you modified. 


8 On the File menu, click Exit. 


Word saves the changes to the file. 
The file closes and the Word program closes. 


Lesson Glossary 


AutoCorrect A feature that automatically corrects errors and replaces 
words or characters as text is typed. Common misspellings or 
capitalization errors are automatically corrected. 


exception An item that Word treats differently than its core rule. 


field A formula that generates specific results within your document. You 
insert a field where you want the information to appear, and the 
field inserts the information when you open the document. 
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grammar checking A feature that identifies capitalization and 
grammatical errors. All questionable phrases and grammatical 
constructions are marked with a green wavy underline. 


search string A group or string of characters to be matched in the 
document when a search is performed. 


Sounds Like A search feature available in the Find dialog box that 
allows you to find words that sound similar to the text string you 
are searching for but might be spelled differently. 


special characters Symbols and punctuation marks that do not have a 
key on most keyboards. 


spelling checking A feature that identifies incorrectly spelled words and 
locates occurrences of repeated words. All possible misspellings and 
repeated words are marked with a red wavy underline. 


wildcard A search option available in the Find dialog box that allows 
you to insert a special character as a placeholder for any other 
character or characters. The question mark (?) represents a single 
character, and the asterisk (*) represents multiple characters. 


writing style A set of grammatical rules and conventions that determine 
how a document is checked. You can modify the rules for a writing 
style on the Spelling & Grammar tab of the Options dialog box. 


variable-width The adjustment of spaces between characters that can be 
adjusted to accommodate adjoining characters of different widths. 


Quick Quiz 


41 How do you specify a date format when you insert the current date 
into a document? 


2 How do you add an AutoCorrect exception? 


a When searching for a string of text, how can you specify that you 
want to search for a word that sounds like the one for which you are 
searching? 


4 Ifyou commonly use a word that is interpreted as a spelling error, what 
command on the shortcut menu allows you to enter this word in the 
custom dictionary? 


5 Inadocument, what do red and green wavy underlines indicate? 


6 How do you replace a text string throughout a document without hav- 
ing to confirm it each time? 


7 How can you use the Find And Replace dialog box to display a specific 
page in the current document? 


& How do you view readability statistics when you check spelling and 
grammar in a document? 


9 How can you view a list of synonyms for a particular word? 


#0 How would you insert the registered trademark symbol (®) in a 
document? 
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important 
In the Putting It All Together section below, you must complete Exercise 1 to 
continue to Exercise 2. 


Putting It All Together 


Exercise 1: If necessary, start Word. Impact Public Relations has a client 
who sells fabric and wants to publish an article to help promote sewing. 
The operations manager at Impact Public Relations has agreed to edit the 
article. 


Open the Ruffles Article 07 document located in the Lesson07 folder in 
the Word Core Practice folder on your hard disk. Change the writing style 
of the grammar checker to Formal, and then check the spelling and gram- 
mar and correct any errors. Use your judgment about which errors that 
you want to ignore and which ones you want to change. Then search for 
the word material and replace all instances of the word with fabric. 


Exercise 2: Add an AutoCorrect entry so that whenever you type hwen, 
it is replaced with the text when. To the last sentence in the second para- 
graph that ends purchasing your fabric, add the following text: Then 
hwen you place an order, you’ll be sure to purchase the correct amount. 
Verify that the AutoCorrect entry was added correctly. Insert the date in 
the bottom footer and align it with the right margin. Save the document 
as Ruffles Article 07 Edited. 


Sample files 
for the lesson 
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Working with Graphics 


After completing this lesson, you will be able to: 


VY Insert pictures from files. 

Insert pictures from the Microsoft Clip Gallery. 
Resize a picture. 

Create and modify WordArt. 

Create and modify AutoShapes. 


NPN SA 


Documents that contain only text can certainly provide a wealth of infor- 
mation to readers, but they usually aren’t very visually interesting. Fortu- 
nately Microsoft Word 2000 makes it easy to insert pictures and other 
graphics into your text documents. A picture is any graphical image that 
is created by another program, captured from a scanner or digital camera, 
or downloaded from the Web. Pictures include drawings, photographs, 
and all of the clip art stored in the Microsoft Clip Gallery. 


In addition to inserting pictures, you can also create shapes and other 
graphical objects by using the Drawing toolbar. An object can be a curve, 
a line, an AutoShape, WordArt, or a combination of any graphics that you 
group together so that they can be manipulated as a single unit. An 
AutoShape is a ready-made shape—such as an arrow, banner, starburst, or 
flowchart symbol—that you select from the AutoShapes menu on the 
Drawing toolbar. WordArt is decorative text that you can insert into a 
Word document. You can also use the Drawing toolbar to change and 
enhance objects with colors, patterns, borders, and other effects. 


In this lesson, you will learn how to insert and edit pictures and graphical 
objects in a document. 


To complete the procedures in this lesson, you will need to use the file 
Tailspin Toys 08 in the Lesson08 folder in the Word Core Practice folder 
located on your hard disk. 


Inserting a Picture from a File 


You can choose from dozens of programs for creating and editing pictures 
on your computer. A few examples are Adobe Photoshop, Adobe Illustra- 
tor, Microsoft Paint, Paint Shop Pro, and Microsoft PhotoDraw. These 
and other programs allow you to create, edit, and save pictures. A scan- 
ner or digital camera is also useful when you want to capture and then 
store pictures as files on disk. And, of course, millions of picture files are 
available for downloading on the Web. 
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Impact Public Relations has a client who owns a chain of recreational 
sporting goods stores. The president of the company wants a brochure 
with picturesque views of mountains, rivers, trails, forests, and so on. The 
marketing manager, armed with her digital camera, went into the wilder- 
ness and took several scenic pictures. She can store the pictures on a disk 
and later insert them into the brochure. 


If you have picture files available on your hard disk, on a floppy disk, or 
on a CD-ROM, you can insert them easily into your Word documents. A 
picture is inserted at the location of the insertion point. To work with pic- 
tures, you must use Word’s Print Layout or Web Layout views; pictures 
do not appear in Normal view. 


In this exercise, you insert a picture into a Word document from a file 
stored on your hard disk. 


E 1 On the Standard toolbar, click the Open button. 
j a The Open dialog box appears. 
p 
Click the Look In down arrow, click the icon for your hard disk, 


double-click the Word Core Practice folder, and then double-click the 
Lesson08 folder. 


3 Double-click the file Tailspin Toys 08. 

Word opens the Tailspin Toys 08 document. 
4 Click the blank line above the line that reads Fly up, up, and away. 
5 On the Insert menu, point to Picture, and click From File. 


The Insert Picture dialog box appears. 


& Click the Look In down arrow, and navigate to the Lesson08 folder. 
Picture files in the folder appear in the Insert Picture dialog box. 
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Click Balloon, and click the Insert button. 
The picture is inserted at the insertion point. 


Come Célebrate:the | 


Fly up, up, and away. 


Entertainment 
Prizes 
Great Food 


B On the File menu, click Save As, and save the document as Tailspin 
Toys 08 Edited. 


Word saves the document. 
Keep this file open for the next exercise. 


Inserting a Picture from the Clip Gallery 


Microsoft Office 2000 includes hundreds of ready-made pictures that are 
available from the Microsoft Clip Gallery. Word refers to these pictures as 
clip art. The Clip Gallery includes a wide variety of pictures, from scenic 
backgrounds to maps, buildings, people, and some photographs that you 
can insert into any Word document. Depending on how Word was 
installed on your computer, as many as several hundred or as few as 144 
pictures might be installed on your hard disk. Use clip art pictures to add 
visual excitement to a document, to break up document text, or to help 
illustrate key points within a document. 


The marketing manager at Impact Public Relations created a company 
memo reminding co-workers of the upcoming holiday office party. She 
used a picture of snowflakes and a picture of a snowman in the memo to 
make the appearance of the document more fun. She found these pictures 
in the Clip Gallery. 


Many clip art pictures are stored in the WMF (Windows Metafile) graphic 
format, which means that you can ungroup the image. When you ungroup 
a clip art picture, each component (or individual part) of the picture is 
defined as a separate drawing object and can be modified independently. 
Suppose you insert a WMF picture that shows several balloons and 
streamers. If you right-click the picture and then click Edit Picture, you 
can edit different parts of the picture individually. For example, you 
could delete or move a streamer or change the color of a balloon. 
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In this exercise, you preview clip art pictures in the Clip Gallery’s Insert 
ClipArt window and then insert a clip art picture into the current 
document. 


4 Press Ctrl+Home. 
The insertion point moves to the top of the document. 

2 — On the Insert menu, point to Picture, and click Clip Art. 
The ClipArt window appears. 

3 If necessary, click the Pictures tab. 
The picture categories appear in the Insert ClipArt window. 


Biilazert ClipArt 
| ee) agp | Birvor cs Gis rine ie 


| Seach toe fT: Type one of mote e words 


L 
Insert Clip Art 


Backgrounds 


owe 


Borders & Frames Business Buttons & Icons 


| e 


4 communications _ Dividers & Decor.. _ Downloa ips ions ___ Entertainment 


# — Scroll down, and click the Special Occasions picture category. 


The Insert ClipArt window displays small versions of the pictures avail- 
able within the Special Occasions category. 


a Bil Insert ‘ClipArt 


Msi 


Keep Looking k ' Rae 
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5 Click the blue and yellow firecracker picture. 
A menu with four buttons appears. 


Insert Clip 


G Click the Insert Clip button. 


F Inthe top-right corner of the Insert ClipArt window, click the Close 
button. 


The picture is inserted in the top-left corner of the document. 
B On the Standard toolbar, click the Save button. 

Word saves the document. 

Keep this file open for the next exercise. 


Resizing a Picture 


After inserting a picture into a Word document, you can easily increase or 
decrease the size of the picture. You begin by selecting the picture. When 
selected, a picture displays eight sizing handles (small white or black 
boxes) around its perimeter. 


To resize a picture using the sizing handles, click the picture to select it. 
You can drag the left or right sizing handles to change the horizontal 
width of the picture, the top or bottom sizing handles to change the verti- 
cal height of the picture, or a corner handle to simultaneously change the 
width and height. 


You can also use the Format Picture dialog box to size a picture to a spe- 
cific height and width. To size a picture using the Format Picture dialog 
box, double-click the picture that you want to resize, and click the Size 
tab, if necessary. Click the Height and Width arrows in the Scale section to 
the desired percentage. 


Often when you insert a picture, you'll discover that text wraps around 
(or surrounds) the picture in a way that you didn’t intend. You can change 
the text wrapping style by using either the Picture or Drawing toolbar. The 
Picture toolbar appears whenever you select a picture. 


Text Wrapping 


8.6 Microsoft Word 2000 Step by Step Courseware Core Skills Student Guide 


To display the Drawing toolbar, point to Toolbars on the View menu, and 
click Drawing. To change the text wrapping style, click the Draw button 
on the Drawing toolbar, point to Text Wrapping, and then click the 
desired wrapping style on the menu. 


Edt Wrap Points 


fl 


The following text wrapping styles are available on the Drawing and Pic- 
ture toolbars. 


Text Wrapping Style Button Effect 


Square Wraps text around all four bor- 
ders of the picture. 

Tight Wraps text around the picture 
itself, often within the borders 
of the picture. 

Behind Text Allows text to be displayed on 


top of the picture. 
In Front of Text Allows the picture to be dis- 


played on top of text. 


He KA 


Top and Bottom Allows text to wrap above and 
below the picture, but not 
around the left and right bor- 


ders of the picture. 


Wraps text in the same way as 
the Tight text wrapping style, 
but also wraps text into any 
open areas of the graphic. 


Through 


E 


In this exercise, you reduce the size of the clip art picture by using the siz- 
ing handles, and then you change the text wrapping style for the picture. 


1 Click the firecracker picture in the top-left corner of the document. 


The picture is selected, and eight, black sizing handles appear around 
the perimeter of the picture. 
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Z Position the mouse pointer over the the bottom-right sizing handle until 
it becomes a diagonal two headed resizing arrow and drag up and to the 
left until the firecracker is about half its original size, as shown below. 


Z On the Picture toolbar, click the Text Wrapping button. 
A menu of text wrapping styles appears. 
Click the In Front Of Text button. 


Eg The text returns to the top of the document, and the firecracker picture 
remains in the same position. 


Text Wrapping 


In Front Of Text 
5 Click anywhere outside the picture to deselect it. 


The top portion of your document should look similar to the illustration 
below. 


$ {hy 

| Come Celebrate the 
= l Grand Opening . 
ti Be f Tail 


ilspin Toy 


6 On the Standard toolbar, click the Print Preview button. 


The document appears in the Print Preview window, showing how the 
document will look when it is printed. 


7 — On the Print Preview toolbar, click the Close button. 
The document returns to Print Layout view. 

B® On the Standard toolbar, click the Save button. 
Word saves the document. 


Print Preview 


Keep this file open for the next exercise. 
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Repositioning a Picture 


The marketing manager at Impact Public Relations is reviewing a bro- 
chure layout created by one of her assistants. Inadvertently, the assistant 
has transposed several pictures. Rather than deleting the current pictures 
and reinserting them in the appropriate spots, the marketing manager 
can save time and just drag the pictures to the new locations. You can 
also attach, or anchor, a picture to a paragraph mark so that if you move 


=e the paragraph, the picture automatically moves with it. Additionally, 
ew: 


you can move or “nudge” pictures in small increments by selecting the 


Tat cvahiakab of thes Famegamiet ure picture and pressing the arrow keys. If you want to move an item only 
dialog box includes several new options : à i 
for adjusting the placement of a horizontally or vertically, press Shift as you drag. 

picture on a page and for controlling ae : | s 

the way text wraps around a picture. To position a picture in relation to the page, a paragraph, or another 

Peg mesefoptions are availible anchor, select the item that you want to reposition. On the Format menu, 

only by clicking the Advanced j n s ; i 
button on the Layout tab.) click Picture. In the Format dialog box, click the Layout tab, and click 


the Advanced button. You can use this method to position other objects, 
including WordArt and AutoShapes. 


In the Advanced Layout dialog box, click the Picture Position tab, and 
select the options that you want for the horizontal and vertical position- 
ing. For example, you can align the picture horizontally relative to the 
margin, the page, the column, or a character. You can also specify a 
precise numeric position for the picture relative to the page, the para- 
graph, and so on. 


Creating WordArt 


You can create decorative text effects with WordArt—a ready-made col- 
lection of text designs—called WordArt styles. To create WordArt, you 
W2000.6.2 first select one of the text styles, and then you type the text that you want 
to appear in that style. When you create WordArt text, the text is inserted 
into your document as an object. The following figure shows a WordArt 
object that was created for the text Welcome to LMR. 


When you click a WordArt object, the WordArt toolbar appears. 


hE he 


You can use the WordArt toolbar to modify the appearance of the 
WordArt object. The following table explains the buttons that appear on 
the WordArt toolbar. 


Desrription 


Insert WordArt 


Edit Text 


WordArt Gallery 


Format WordArt 


WordArt Shape 


Free Rotate 


Text Wrapping 


Same Letter Heights 


WordArt Vertical Text 


WordArt Alignment 


WordArt Character 
Spacing 
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Edit Text. T | 
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Gie 
to 
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Used to 


Insert a new WordArt object 
into a document. 


Change the font, font size, and 
font style for the WordArt text, 
or enter different text. 


Change the text to a different 
ready-made WordArt style. 


Change the fill colors, wrap- 
ping style, object size, and 
other formatting attributes. 
When you click the Format 
WordArt button, a dialog box 
appears and provides different 
formatting tabs. Most of the 
formatting changes you can 
make in this dialog box can be 
made more easily by using the 
Drawing toolbar or by resizing 
the object using the sizing 
handles around the WordArt 
object. 


Change the shape that the 
WordArt text forms. For 
example, you can change the 
shape to form a ring or a wave, 
or to slant the text up or down. 


Rotate the WordArt object in 
any direction. When you click 
the Free Rotate button, the 
WordArt object sizing handles 
change to rotate handles (small 
green circles). You can drag 
one of the rotate handles to 
rotate the object in any direc- 
tion and to any angle. 


Change the way text wraps 
around the WordArt object. 


Convert all text to the same 
height. For example, if you 
typed the WordArt text with 
mixed uppercase and lowercase 
letters, the WordArt Same 
Letter Heights button, when 
clicked, would convert all let- 
ters to the same height as the 
uppercase letters. 


Display the text vertically, 
instead of horizontally. 


Change the text alignment 
(right, left, center, and so on) 
when the WordArt text is on 
multiple lines. 


Change (expand or condense) 
the spacing between text char- 
acters. 
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Insert WordArt 


You can also use the Drawing toolbar to change WordArt text effects. For 
example, you can change the fill colors that appear in the text characters, 
create a text shadow or change the text to appear with a 3-D effect. 


In this exercise, you create a WordArt object to replace the title lines in 
the Tailspin Toys 08 Edited document. You also change several WordArt 


settings to enhance the appearance of the WordArt object. 


Select the three heading lines (Come Celebrate the Grand Opening of 
Tailspin Toys) at the top of the document, and press Delete. 


The header lines are removed. 


On the View menu, point to Toolbars, and click Drawing, if necessary. 
The Drawing toolbar appears along the bottom of the window. 


Text Box 
Free Rotate Fill Color Shadow 
Dams Y I AutoShapes = N N a JA mna = 
Select Objects Font Color 
Insert Clip 
Insert WordArt 


On the Drawing toolbar, click the Insert WordArt button. 
The WordArt Gallery dialog box appears. 


Text Wrapping 


R 


Move Pointer 
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Click the gold-colored WordArt style in the first column of the third 
row, and click OK. 


The Edit WordArt Text dialog box appears. 


SE dil WoedArt Liti 


Type Come Celebrate the, and press Enter. 
The first line of WordArt text is entered. 
Type Grand Opening of, and press Enter. 
The second line of WordArt text is entered. 


Type Tailspin Toys, click the Size down arrow, click 24, and then 
click OK. 


The WordArt object is inserted in the document, with text sized at 24 
points, and the WordArt toolbar appears. 


On the WordArt toolbar, click the Text Wrapping button, and click 
Top And Bottom. 


Word wraps text and objects above and below the WordArt object. 


Position the mouse pointer over the WordArt object until the move 
pointer appears, and then drag the WordArt object so that it is in the 
position shown in the following illustration. 


Fiy up, up, and away. 


8.12 Microsoft Word 2000 Step by Step Courseware Core Skills Student Guide 


10 On the WordArt toolbar, click the WordArt Shape button. 
a: A menu of WordArt shapes appears. 


WordArt Shape 


a 44 Click the Wave1 shape (the fifth shape in the third row). 
The WordArt object appears in the wave shape. 


ac 42 On the Drawing toolbar, click the Fill Color down arrow. 
a: A color palette appears. 
Fill Color 


4B On the color palette, click Fill Effects. 
The Fill Effects dialog box appears. 


14 Click the Color 2 down arrow, and click the Blue square (second row, 
sixth square). 


45 Click OK. 
The WordArt text appears with the new gradient colors. 


W2000.6.1 
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16 Click an empty area of the document. 


The WordArt object is deselected, and the WordArt toolbar is 
removed from view. The top portion of your document should look 
similar to the following illustration. 


47 On the Standard toolbar, click the Save button. 
Word saves the document. 
Keep this file open for the next exercise. 


Drawing a Shape 


Word comes with a set of ready-made AutoShapes that you can insert 
into a document. AutoShapes include complex shapes, block arrows, 
flowchart symbols, stars and banners, and callout balloons (much like the 
text balloons that appear in comic strips) that you can select to insert in a 
document. When you select an AutoShape, Word inserts the shape into 
your document, saving you the time and effort of creating the shape on 
your own. 


You can also use the Drawing toolbar to draw basic shapes, such as rect- 
angles, circles, and lines. After you’ve inserted an AutoShape or drawn a 
shape in a document, you can use the Drawing toolbar to change the char- 
acteristics of the shape, such as resizing, rotating, or flipping the shape, or 
changing its fill color. In addition, you can combine and group different 
shapes to make a more complex design. 


After you’ve created an AutoShape, you can resize the object using the siz- 
ing handles. Additionally, some AutoShape objects appear with yellow dia- 
monds on the drawing that allow you to change the internal shape of the 
object. 


For example, if you choose the AutoShape Up Ribbon banner, yellow 
diamonds appear above and below the ribbon. You can click the yellow 
diamond to change the dimensions of the banner. 
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In this exercise, you insert two AutoShapes into the current document, 
add fill colors to both shapes, and rotate one of the shapes. 


1 Scroll down until you can see the lines Entertainment, Prizes, and 
Great Food. 


2 On the Drawing toolbar, click the AutoShapes button. 
The AutoShapes menu appears. 


3 Point to Stars And Banners. 
The Stars And Banners menu appears. 


4 Click the Explosion 2 button (the second AutoShape in the first row). 


5 Drag the mouse pointer so that the explosion AutoShape is drawn at 
the approximate size and location of the one shown below. 


Explosion 2 


“Fi p. ul 


Entertainment 
Prizes 
Great Food 


When: October 6, 2000, at 11 Am 
Where: 1234 Tailspin Toys Lane 
Burlington, Vermont 


6 Make sure that the shape is still selected, and on the Drawing toolbar, 
click the Fill Color down arrow. 


Fill Color 


A color palette appears. 


7 Inthe color palette, click the Light Orange square (third row, second 
square). 


The AutoShape is filled with the selected color. 
8 Click anywhere outside the shape. 
The sizing handles no longer appear around the shape. 
9 On the Drawing toolbar, click the AutoShapes button. 
The AutoShapes menu appears. 
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40 Point to Stars And Banners. 
The Stars And Banners menu appears. 


41 Click the Curved Down Ribbon button (the fourth AutoShape in the 
third row). 


The mouse pointer changes to a crosshairs pointer. 


Curved Down Ribbon 


42 Drag the mouse pointer so that the ribbon is drawn at the approxi- 
mate size and location as the one shown below. 


Fly up, up, and away. 


Entertainment 
Prizes 
Great Food 


When: October 6, 2000, at 11 Am 
Where: 1234 Taiispin Toys Lane 
Burlington, Vermont 


13 Make sure that the ribbon shape is still selected, and on the Drawing 
toolbar, click the Fill Color down arrow. 


A color palette appears. 
14 On the color palette, click the Dark Blue square (first row, sixth 
square). 
g 45 On the Drawing toolbar, click the Free Rotate button. 
= Word replaces the sizing handles with rotate handles (small green 
circles). 


46 Click the top-left rotate handle and drag it up until the ribbon is at the 
approximate angle of the one shown below. 


Free Rotate 


Fly up, ‘up, and away. 


Entertainment 
Prizes A 
Great Food 


e 
When: October 6, 2000, at 11 Am 
Where: 1234 Tailspin Toys Lane 
Burlington, Vermont 


17 Click anywhere outside the shape. 
© The sizing handles no longer appear around the shape. 
| $B On the Standard toolbar, click the Save button. 
Word saves the document. 
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Lesson Wrap-Up 


In this lesson you learned how to insert and resize pictures from a file and 
from the Clip Gallery. You also learned how to use WordArt and 
AutoShapes to insert graphical objects, how to change the fill color, and 
how to rotate shapes. 


If you are continuing to other lessons: 


@® = On the File menu, click Close. If Word prompts you to save any 
changes, click No. 


Word saves and closes the file. 


If you are not continuing to other lessons: 


© On the File menu, click Exit. If Word prompts you to save any 
changes, click No. 


The file closes and the Word program closes. 


Lesson Glossary 


AutoShape A preset shape that comes with Word, such as an arrow, 
banner, or flowchart, that is inserted in the document. 


clip art Picture files that are available from the Microsoft Clip Gallery 
and can be inserted into Word documents. 


Clip Gallery The Microsoft Office program that you use to find, select, 
and insert clip art pictures. 


digital camera A camera that allows you to take pictures and download 
them as picture files stored on a disk. 


object A graphical shape or design, including AutoShapes and WordArt, 
that you can insert and modify in a Word document. 


picture Any image that has been created by a program other than Word, 
or has been downloaded from a camera, scanner, or Web site and 
saved to a disk. 


shape A drawing created using the mouse pointer and a button on the 
Drawing toolbar or the AutoShapes menu. 


sizing handles Small white or black squares located in the corners and 
on the sides of a picture or an object and used for diagonal, vertical, 
or horizontal resizing. 


ungroup To separate a graphic into its individual graphical elements, 
which can then be edited independently. 


WordArt Ready-made designs that you can use to create decorative and 
colorful text. 
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Quick Quiz 


1 How do you access the AutoShapes menu? 

2 How do you rotate an AutoShape? 

3 Identify two methods that you can use to resize a picture. 

4& From the Insert Clip Art dialog box, what two ways can you use to 
insert a picture? 

5 How do you change the shape of WordArt text? 

6 How do you change the text size in a WordArt object? 


7 — When you select a picture, small boxes surround the perimeter. What 
are these boxes used for? 

8 What menu command do you use to insert a picture that exists in 
another file and isn't a clip art picture? 


& Which command do you use to insert a clip art picture? 


important 
In the Putting It All Together section below, you must complete Exercise 1 
before continuing to Exercise 2. 


Putting It All Together 


Exercise 1: Open a new blank document and create an invitation for the 
grand opening of a coffee house. Type the following text in the invitation, 
except insert a WordArt object for the first three lines. Format the 
WordArt object as desired, and position it near the center at the top of the 
document, with the address and other invitation information below the 
WordArt object. Use the Clip Gallery to add a clip art picture related to 
coffee or a bakery, and place the picture below the invitation. 


You’re invited to celebrate 

The grand opening of 

Kenya Coffee Company & Bakery 

5678 Washington Street, Burlington, Vermont 

On Saturday, November 06, 2001, beginning at 6:30 p.m. 
Entertainment and dinner provided. 


Exercise 2: Insert two five-point stars (AutoShapes) to the right and left 
of the address, and fill both stars with a two-color gradient. Rotate both 
stars about 30 degrees . Add a shadow effect to both stars (hint: use the 

Drawing toolbar). Save the document as Coffee House Opening. 
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Working with Columns 


After completing this lesson, you will be able to: 


Create columns. 
Adjust column width. 
Adjust column spacing. 


Insert a column break. 


SS ees 


Insert a vertical line between columns. 


Open a dictionary, a newspaper, or an issue of your favorite magazine, and 
you'll usually see text displayed in columns. In word processing, columns 
are two or more blocks of text on a page in which text flows to the top 
of the next column when the first column is filled. (Columns can also 
contain pictures and objects.) Numerous readability studies show that 
people are more likely to read text carefully when the widths of lines are 
short. That’s why most newspapers and magazines format text into col- 
umns that are usually no more than three inches wide. 


You can use Microsoft Word 2000 to easily format text into columns. 
Although columns aren’t always appropriate (you probably wouldn’t use 
them in letters, memos, or many business reports), they work well for 
newsletters, brochures, indexes, and lists. At times, columns can even help 
to make a document shorter, typically when most lines of text are short. 
For example, if you typed the names of all the glossary terms in this book 
and pressed Enter after each entry, you would have dozens of pages of 
text, but a lot of empty space on the right side of the document. If you 
typed the terms using two or three columns per page, the glossary would 
occupy far fewer pages. 


Depending on how margins are set in a Word document, you can create 
up to 12 columns per page, although you’ll rarely need more than four or 
five columns per page. After you define columns in a document and type 
text so that it flows into the columns, you’ll often discover that you can 
improve formatting by manually changing where some columns break at 
the bottom, especially when a column ends in the middle of a sentence. 
You might also want to customize columns by changing the width, 
length, or spacing between the columns. You can perform all of these col- 
umn formatting tasks in Word. You can even add a vertical line between 
columns to enhance your document’s appearance. 


In this lesson, you will learn how to convert the text in a brochure to 
columns and adjust the formatting for different sections of the brochure. 
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Per: (po co To complete the procedures in this lesson, you will need to use the file 

Brochure 09 in the Lesson09 folder in the Word Core Practice folder 
located on your hard disk. This document was created to explain the 
services provided by Impact Public Relations. 


Creating Columns 


eS \ 
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Before you begin modifying a document to create columns, it’s important 
to think about how you want the columns to look on the page, how 
many columns you want, and how you want them to be formatted. The 
w20003.12 following is a list of items that you should consider when using columns. 


M The width of the page minus the left and right margins. 


If the right and left page margins are two inches each, the width 
of the document becomes much smaller. Remember that you'll 
also have to include space between the columns. The wider you 
want the page to be, the smaller the page margins should become 
to accommodate the text and columns. 


@ The number of columns that you want to appear across the page. 


Most documents that use columns have between two and three 
columns per page. The more columns you have on one page, the 
narrower the columns become. Narrower columns increase the 
number of hyphenated words and make the document harder to 
read. 


M = The length of each column. 


The length of each column determines how far the text extends to 
the bottom of the page. 


M@ The amount of space between columns. 


Standard space between columns is .5 inches. If you have less 
space between the columns, the page becomes difficult to read. 
The greater the space between the columns, the smaller the col- 
umns become, and again, the harder the document is to read. 


You can quickly create columns of equal width by using the Columns 
button on the Standard toolbar. When you click the Columns button, 
Word displays a graphical menu that you can use to specify the number 
of columns you want. You can also use the Columns dialog box to create 
columns of equal or unequal width, or you can customize each column 
with a specific column measurement. After you define the column format- 
ting, you can modify the columns using either the Columns dialog box or 
the ruler. If you define columns in an existing document but don’t select 
any text, Word flows the entire document into columns using the format- 
ting that you’ve specified. 
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If you want only certain sections of a document to be formatted into 
columns, you first select the text that you want formatted into columns 
and then apply column formatting to the selection. Word automatically 
inserts section breaks at the beginning and end of the selected text and 
flows the text into columns. In Word, a section break is a portion of a 
document that can have its own page formatting, independent of the for- 
matting in other sections of the same document. 


To create columns of equal width, select the text that is to be formatted 
into columns. On the Standard toolbar, click the Columns button to dis- 
play the Columns menu, and click the number of columns you want. 


You can also use Word to create columns of unequal width. You might 
want to do this to create a unique apperance or to accomodate different 
types of text (for example, a list of topics in a narrow column and topic 
descriptions in a wider column). 


To create columns of unequal length, select the text to be formatted and 
on the Format menu, click Columns to display the Columns dialog box. 
To create two columns of unequal width, in the Presets section, click Left 
to make the left column narrower, or click Right to make the right col- 
umn narrower. 


The marketing manager at Impact Public Relations decided that she 
wants to reformat a brochure that describes the services that the company 
provides. Specifically she wants the text to appear in columns. 


In this exercise, you format the entire Impact Public Relations brochure 
into columns by using the Columns button, and then you format a selec- 
tion of text into uneven columns by using the Columns dialog box. 


ral 4 On the Standard toolbar, click the Open button. 
Open The Open dialog box appears. 


2 Click the Look In down arrow, navigate to the Word Core Practice 
folder on your hard disk, and then double-click the Lesson09 folder. 


B Double-click the file Brochure 09. 
The file Brochure 09 appears in Word, and the Open dialog box closes. 
4 On the Standard toolbar, click the Show/Hide {] button. 
T Formatting characters appear in the document. 


Show/Hide f 
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On the Standard toolbar, click the Columns button. 


The Columns menu appears. Unlike most menus, the Columns menu is 
a graphical representation that you can use to specify the number of 
columns for a document or section of a document. 


lz 


ae 


Cancel 


Click the third column in the menu. 


The text in the entire document is arranged into three columns. The 
WordArt object appears over some of the text at the top of the page. 


ig Brochure 09 - Microsoft Word 
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On the Standard toolbar, click the Undo button. 
The document returns to its original layout. 


Position the insertion point to the left of the paragraph mark under the 
subheading /mpact PR Network. 


Select the paragraph mark and all the text under the Impact PR 
Network subheading. Be sure to select the last paragraph mark in 
this section, but do not select the subheading Impact PR Services or 
any text under this heading. 


On the Standard toolbar, click the Columns button, and in the 
Columns menu, click the second column. 


The selected text is formatted into two columns. 
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41 Click anywhere in the document to deselect the text. 


: Pubic Rel 
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42 On the Standard toolbar, click the Zoom down arrow, and click 
Whole Page. 


Select all the text under the subheading Impact PR Services, but do 
not select the subheading. 


44 On the Format menu, click Columns. 


The Columns dialog box appears. 


5 
Ae 


Bee | 


eee text P r Sare A — ~ 


45 Inthe Presets section, click Right, and click OK. 


The selection of text is formatted into two columns, and the left 
column is wider than the right column. 
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76 Click anywhere in the document to deselect the text. 
The document should look similar to the following illustration. 


Rele | 


i00% +, 17 On the Standard toolbar, click the Zoom down arrow, and 
y click 75%. 


The document layout appears at 75 percent of actual size. 


Zoom 


48 On the File menu, click Save As, and save the document in the 
LessonO9 folder as Brochure 09 Edited. 


Word saves the document. 
Keep this file open for the next exercies. 


Specifying Column Width 


In the previous exercise, you saw how to use the Presets section of the 
Columns dialog box to create columns of unequal widths. You can also 
w2000.3.13. modify the widths of columns using either the ruler or width settings in 
the Columns dialog box. Depending on how wide or narrow you make 
the columns, the space between the columns might automatically become 
wider or narrower. 


For example, if you specify in the Columns dialog box that you want five 
columns, Word automatically formats the columns with equal width and 
spacing. If you make one of the columns wider in the Width box, all the 
subsequent column widths become narrower to accommodate the wider 
column. If you want to customize column widths, you should check the 
Preview area in the Columns dialog box as you change the settings to see 
how the other columns are affected by the modifications. 


Move Column marker 
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In this exercise, you customize column widths using both the Columns 
dialog box and the ruler. 


4 Click anywhere under the subheading Impact PR Services. 
On the Format menu, click Columns. 
The Columns dialog box appears. 


3 In the Width box for the first column, select the contents, type 4.5, and 
press Tab. 


The width for column 2 automatically changes to 2.5 inches to accom- 
modate the available space for this column after the left and right mar- 
gin widths, the column width for column 1, and the space between 
columns have been calculated. 


& Click OK. 


The column widths are adjusted based on the measurement that you 
entered. 


5  Onthe ruler, position the mouse pointer on the Move Column marker 
until the pointer turns to a double-headed arrow. Hold down the Alt 
key, and drag the marker to the left so the left column is 4.25 inches 
wide (at which point the right column will be 2.75 inches wide). 


& Release the Alt key. 
The column widths are adjusted. 

7 On the Standard toolbar, click the Save button. 
Word saves the document. 
Keep this file open for the next lesson. 


Adjusting Column Spacing 


If you want to change the spacing between columns, you can use the ruler 
or the Columns dialog box to adjust the spacing. If you use the Columns 
w2000.3.13 dialog box, make sure to preview how the changes affect the columns. 


For example, while creating the brochure, the marketing manager specifies 
in the Columns dialog box that she wants two columns. Word displays a 
preview of the columns, both set to 3.5 inches wide. The spacing between 
columns is set to .5 inch. The marketing manager decides to do some 
experimenting and sets the spacing to 2.5 inches; however, when she does 
this, the first column’s width automatically changes to 1.5 inches, and the 
second column’s width remains at 3.5 inches. Dissatisfied with the results, 
the manager sets the second column’s width to 1.5 inches, which auto- 
matically changes the first column’s width to 2.5 inches. She likes the 
preview, so she applies the settings to the brochure. 


To change column spacing using the ruler, click anywhere in the section 
that contains the columns that you want to modify. The ruler displays the 
Move Column markers. Position the mouse pointer on the right edge of 
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the Move Column marker until you see the ScreenTip Left Margin, and 
drag the marker to the new position. 


In this exercise, you change the spacing between columns by using the 
Columns dialog box. 


4 Click anywhere in the section under the sub heading Impact PR 
Network. 


2 = On the Format menu, click Columns. 
The Columns dialog box appears. 
B Clear the Equal Column Width check box, if necessary. 


4 Select the measurement in the Spacing box for column 1, type .1, 
and press Tab. 


The width of the second column changes to 3.9 inches. 


5 Select the measurement in the Width box for the first column, type 
3.7, and press Tab. 


The width of both columns is adjusted to 3.7 inches. 
E - CliacOk. 


The Columns dialog box closes, and the spacing between the columns 
changes. 


7 On the Standard toolbar, click the Zoom down arrow, and click 
Whole Page. 


The document layout is displayed as an entire page on your screen. 


Zoom 


@ = Click anywhere in the two-column section under the subheading 
Impact PR Services. 


9 Onthe Format menu, click Columns. 
The Columns dialog box appears. 
10 Select the measurement in the Spacing box, type .1, and press Tab. 


The width of the second column changes to 3.15 inches. 
41 Click OK. 


The Columns dialog box closes, and the spacing between the columns 
changes. 


Show/Hide 1 
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42 = Click the Zoom down arrow, and click 75%. 
The document appears at 75 percent of actual size. 
43 On the Standard toolbar, click the Save button. 
Keep this file open for the next exercise. 


Inserting a Column Break 


When text in a column reaches either the bottom margin of a page or the 
next section break, the text flows into the next column on that page or 
sections. When the text reaches the bottom of the last column on a page, 
the text flows into the first column on the next page. You can override an 
automatic column break that Word creates by inserting a manual column 


break. 


To insert a manual column break, position the insertion point at the loca- 
tion where you want to insert the break. On the Insert menu, click Break. 
In the Break dialog box, click the Column Break option, and click OK. 


To delete a column break, make sure the Show/Hide J button is selected 
on the Standard toolbar, click the Column Break marker, and press Delete. 


In this exercise, you create a column break in the second column to view 
the results, and then you delete the column break. 


1 Inthe last section, click to position the insertion point at the beginning 
of the third paragraph (which begins With a philosophy...). 


2 On the Insert menu, click Break. 
The Break dialog box appears. 


°C Cohn brook 
C Text wrapping break 
ta Next page 
© Continuous — 
C Eyen page 
© Odd page 


E 
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3B = Click the Column Break option, and click OK. 
The first column ends at the location of the column break. 


$ Brochure 09 Edited - Microsoft Word 
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4 Click the Column Break marker, and press Delete. 


The column break is removed, and the columns are formatted the way 
they were before you inserted the column break. 


a § On the Standard toolbar, click the Save button. 
= Word saves the document. 
Keep this file open for the next exercise. 


Inserting Vertical Lines Between Columns 


If you review the column formatting in magazines and newspapers, you'll 
often notice that columns are separated with a vertical line as well as 
column spacing. The vertical lines help the reader to distinguish between 
columns and add a clean, attractive appearance to the page. 


You can easily add a vertical line between columns by using the Format 
Columns dialog box. Click anywhere in the section that contains the 
columns, and display the Format Columns dialog box. Select the Line 
Between check box, and click OK. The line that appears between columns 
will be the complete length of the longest column. If you want to select 
multiple sections so that you can add vertical lines to all sections, you can 
do so only if all of the sections have the identical column formatting. 
Because section breaks usually separate sections that have different col- 
umn formatting, this usually isn’t a practical alternative. Instead, you 
should specify vertical lines for one section at a time. 


If you want to control the length and width of the vertical lines that 
appear between columns, you can use the Drawing toolbar to manually 
draw lines between columns. However, if you change the widths or 
lengths of any columns, the manually drawn lines do not change their posi- 
tion. By contrast, when you use the Format Columns dialog box to insert 
vertical lines between columns, the location and length of the lines are 
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automatically adjusted whenever you change column widths or add column 


breaks. 


In this exercise, you add vertical lines between columns in the brochure. 


* ~~ Click anywhere in the section under the subheading Impact PR Network. 
2 = On the Format menu, click Columns. 

The Format Columns dialog box appears. 
® Select the Line Between check box, and click OK. 

A vertical line now separates the columns in the section. 


a 


“impact-PR-Network Section Break (Continuous) semenn 
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“If necessary, scroll down so that you can see the section under the sub- 
heading Impact PR Services. 


Click anywhere in the section under the subheading Impact PR Services. 


& — On the Format menu, click Columns. 

The Format Columns dialog box appears. 

Select the Line Between check box, and click OK. 

q & On the Standard toolbar, click the Show/Hide {] button. 


“a 


Show/Hide 91 The formatting characters are hidden. 
Ə On the Standard toolbar, click the Zoom down arrow, and click 
(100% j Whole Page. 

Zonin A vertical line now separates the columns in both sections, as 


shown in the illustration below. 


wopect Palit: Retetianes 
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Lesson Wrap-Up 


In this lesson, you learned how to use Word’s column formatting features. 
You learned how to create columns, how to adjust column width and 
spacing, and how to insert manual column breaks. 


If you are continuing to other lessons: 


4 On the Standard toolbar, click the Save button. 
Word saves the file. 

2 = On the File menu, click Close to close the document. 
Word closes the file. 


If you are not continuing to other lessons: 


1 On the Standard toolbar, click the Save button. 
Word saves the file. 

2 On the File menu, click Exit. 
The Word program closes. 


Lesson Glossary 


column break A demarcation that designates where the text from one 
column ends. You can use Word to manually insert column breaks. 


columns Vertical blocks of text that are separated by a blank space, 
similar to the columns you see in a newspaper, in which text fills one 
column before flowing to the top of the next column. 


section break A portion of the document that can have its own page 
formatting independent of the formatting in other sections of the 
same document. 


Quick Quiz 


4 What is the fastest way to create columns of equal width? 


If you want to define columns of varying widths, what check box do 
you need to clear in the Columns dialog box? 


a What two ways can you use to customize the column widths in a 
document? 


4 Ifyou format a document into columns and later decide you don't 
want the columns, how could you remove the column formatting? 


§ How do the left and right page margins affect how you define the col- 
umns in a document? 


G When you change the spacing between two columns, how are the col- 
umns affected? 


7 + What steps do you perform to insert a vertical line between columns? 


8 What happens if you define columns in an existing document but 
don't select any text? 
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important 
In the Putting It All Together section below, you must complete Exercise 1 to 
continue to Exercise 2. 


Putting It All Together 


Exercise 1: Open the Industries Services 09 document in the Lesson09 
folder. Format the first portion of the document to two columns of equal 
width, excluding the title at the beginning and the last section (the part 
under the subheading We Know Your Message). Save the document as 
Industries Services Edited. 


Exercise 2: Using the file Industries Services 09 Edited, adjust the widths 
of the columns that you just created so that the left column is about twice 
as wide as the right column (4 inches for the first column and 2 inches for 
the second), and change the spacing between the two columns to .1. For- 
mat the final section of the document into four columns excluding the 
subtitle from the columns, and change the spacing between the four col- 
umns to .1. Insert vertical lines between all columns. 


Working with Tables 


After completing this lesson, you will be able to: 


Insert a table. 

Navigate and select cells within a table. 
Merge table cells. 

Insert and delete columns and rows. 
Resize a table. 

Add shading to a table. 


Modify table borders. 


R ee SVARAR 


Tables provide a convenient way to group, organize, and format similar 
data. You see and use tables frequently in your daily routine. For instance, 
a wall calendar is a table that contains headings in the top row for the 
names of the days of the week. Each additional row shows the days for 
one week. An invoice is another example of a commonly used table. The 
top row of the invoice typically displays headings, such as Description, 
Quantity, and Total. Each subsequent row can be used to fill in informa- 
tion about a particular product that is purchased. Throughout this course, 
you’ve learned how to use Microsoft Word 2000 to format text and 
graphics in numerous ways, so it probably won’t come as a surprise to 
learn that Word also provides a variety of techniques for creating and 
formatting tables. 


In Word, a table is a structure made up of rectangular boxes called cells, 
which are arranged in columns and rows. A cell is the intersection of a 
row and column and is used to store and format text, a numeric value, or 
a graphic. A column is the vertical arrangement of text or numbers in a 
table. A row is the horizontal arrangement of text or numbers in a table. 


Word allows you to create a table in four ways: 


E You can use the mouse pointer to draw the rows, columns, and 
cells in the format you want. 


© = On the Standard toolbar, you can click the Table button to specify 
the number of columns and rows that you want in your table. 


© You can use the Insert Table dialog box to specify the number of 
columns and rows for your table, along with other table 
formatting. 


M = You can convert existing text to a table. 
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Sample files 
for the lesson 


a 


W2000.5.1 
W2000.5,3 


You can now create nested tables 
(tables within a table) in Word 2000. 
You create a nested table in the same 
way you create a table, except that 
the insertion point is positioned within 
an existing table cell when you create 
the new, nested table. 


| 
T 
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New Blank Document 


After you’ve created a table, you can continue to modify its structure by 
combining cells, inserting and deleting columns or rows, resizing rows and 
columns, or applying formatting to the entire table or to selected rows, 
columns, or cells. You use Formatting options to change the way borders 
appear around individual cells, rows, and columns, or the entire table. 
You can also shade parts of a table with different colors or patterns. 


In this lesson, you will learn how to insert a table into a document, navi- 
gate within a table, merge table cells, insert and delete columns and rows, 
change cell formatting, and add shading and borders to a table. 


To complete the procedures in this lesson, you will need to use the file 
Salary Survey 10 in the Lesson10 folder in the Word Core Practice folder 
located on your hard disk. This document reports the results of a national 
survey administered to public relations consultants throughout the United 
States. 


Inserting a Table 


One way to create a table is to draw it. When you click the Tables And 
Borders button on the Standard toolbar, the Tables And Borders toolbar 
appears, and the mouse pointer turns into a pencil. You then use the pencil 
to draw the borders for cells, rows, and columns—just as if you were 
drawing a table on a sheet of paper. 


The quickest way to create a table is to click the Insert Table button. A 
graphical menu then appears. The menu is a grid that you use to specify 
the number of rows and columns for the table. Although this approach is 
quick, it does not allow you to define any formatting—such as the width 
of columns—although you can do so later. If you want to specify column 
width or other table formatting, you can use the Insert Table dialog box to 
define the table. You open the Insert Table dialog box by pointing to Insert 
on the Table menu and clicking Insert. 


Each cell contains an end-of-cell mark and each row contains an end-of- 
row mark. To view these end marks in a table, on the Standard toolbar, 

click the Show/Hide J button. End marks appear only on the screen and 
not on the printed page. An end mark looks like a circle with four small 
marks extending out of it. 


® 


In this exercise, you create tables by using the Insert Table button, the 
Tables And Borders button, and the Insert Table dialog box. 


4 If necessary, on the Standard toolbar, click the New Blank Document 
button. 


reas 


Insert Table 


Tables And Borders 
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On the Standard toolbar, click the Insert Table button. 
The Insert Table menu appears. 


Drag the mouse pointer to the cell in the third column of the third row, 
and release the mouse button. 


An empty table with three columns and three rows appears in the 
document window. 


Press the Down arrow key three times until the insertion point is no 
longer in the table, and press Enter. 


A blank line is inserted after the table. 
On the Standard toolbar, click the Tables And Borders button. 


The mouse pointer turns into a pencil, and the Tables And Borders 
toolbar appears. 


les and Borders 
aa 


Under the table you just created, align the pencil at the left margin, 
and drag down and to the right until you have created a box about 
2.5 inches wide by 3.5 inches high. 


The outside borders of the table are created. 


Position the pencil along the left border of the table about 0.5 inch 
from the top border of the table. 


Drag the pencil straight across to the right border of the table and 
release the mouse button. 


The first row of the table is created. 


Repeat steps 7 and 8 to create two more horizontal lines under the 
line that you just created, spacing them about 0.5 inch apart, as 
shown in the following illustration. 


10.3 
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48 Position the pencil on the line that forms the bottom of the first row, 
about 1 inch from the left border of the table, and drag the pencil 
straight down to the bottom border of the table. 


The first column is created, but it does not include the first row. 


11 Position the pencil on the line that forms the bottom of the first row, 
about 1 inch to the right of the vertical line that you just created, and 
then drag the pencil straight down until the pencil reaches the bottom 
of the second row. 


ay 42 On the Tables And Borders toolbar, click the Distribute Rows Evenly 
iene button. 


PEME RONR Evenig The rows in the table are evenly spaced. 


13 On the Tables And Borders toolbar, click the Draw Table button, and on 


= the Standard toolbar, click the Tables And Borders button. 
Draw Table 


The pointer changes back to the insertion point, and the Tables And 
Borders toolbar no longer appears. 


44 Press Ctrl+End, and press Enter. 


The insertion point moves to the end of the document, and a blank 
line is inserted after the table. 
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15 On the Table menu, point to Insert, and click Table. 
The Insert Table dialog box appears. 


76 Inthe Number Of Columns box, type 3, press Tab, and in the Number 
Of Rows box, type 4. 


17 Click OK. 


The Insert Table dialog box closes, and the table is inserted into the 
document. 


8 On the File menu, click Save As, and save the file as Table Create 10. 
Word saves the document. 
Keep this file open for the next exercise. 


Moving Around 
and Selecting Cells in a Table 


You need to be able to move from cell to cell to enter text into a table. 
You can use a variety of methods to move around in a table, such as press- 
ing the arrow keys, clicking the mouse, or pressing the Tab key. 


If you’re using the mouse, you can click in the desired cell to position the 
insertion point in the cell. If you’re using the keyboard, there are a number 
of keyboard combinations that you can use to maneuver around and posi- 
tion the insertion point. 
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The following table explains the keys you can use to navigate throughout 


a table. 

Tab To the next cell or to add a new row if the inser- 
tion point is in the bottom-right cell of the table. 
Pressing Tab also selects the next cell’s data. 

Shift+Tab To the previous cell. 

Up arrow key To the previous row. 

Down arrow key To the next row. 

Left arrow key To the previous character. 

Right arrow key To the next character. 

Alt+Home To the first cell in the row. 

Alt+End To the last cell in the row. 

Alt+Page Up To the first cell in the column. 

Alt+Page Down To the last cell in the column. 


If you want to format a particular cell, column, or row, by changing the 
font of text in cells, adding italics to cell content, or adding shading to 
cells, for example, you must select the portion of the table that you want 
to change. Using the keyboard or the mouse, you can make the following 


selections. 

Tà select Do this 

The entire table Press Alt+5 (use the numeric keypad with the 
Num Lock button off) or click the table move 
handle. 

Successive cells Press Shift+arrow key, or drag the pointer over 
the cells. 

A row Click the selection area to the left of the row. 

A column Click the top of the column when the down- 
pointing arrow appears. 

Multiple rows Click the selection bar to the left of the first row 
that you want to select, and then drag up or 
down. 

Multiple columns Click the top of the first column that you want 


to select when the down-pointing arrow appears, 
and then drag to the right or left. 


A cell Click the bottom-left corner of the cell when the 
cell selection pointer (diagonal arrow) appears. 


R 


The table move handle is a square 
containing two arrows that are 
crossed and is located just outside 
the top-left corner of the table. 
You can click the table move handle 
to select the entire table or drag 
the handle to move the table. 


Table Move Handle 
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The following illustration shows where you click to select the entire table, 
individual rows, columns, or a cell. 


Table move handle 
(selects entire table) Select column 


Table 
resizing 
Select cell handle 


In this exercise, you insert text into a table and practice maneuvering 
around. Then you select areas of the table and format the text in the cells. 


4 Click in the top-left cell of the third table that you created in the 
previous exercise, if necessary. This is the table with three columns and 
four rows. 

2 Type Zip Code, and press Tab. 


The text is entered in the cell, and the insertion point moves to the 
next cell in the row. 


Type State, and press Tab. 


4 Type Salary, press the Down arrow key, and then hold down the Shift 
key while you press Tab twice. 


The insertion point moves to the last cell of the second row and then 
moves backward to the first cell in the row. 


5 = Type the following, pressing Tab after each entry to move from cell 
to cell. 


01 HERE 
MA 
$51,920 


The numbers in the second row are entered, and the insertion point is 
in the last cell of the row. 


@ Press Tab to move to the first cell in the next row, and type the fol- 
lowing, pressing Tab after each entry to move from cell to cell. Do not 
press Tab after you enter $59,300. 


03 HEE 
NH 
$59,300 


The numbers in the third row are entered, and the insertion point is in 
the last cell of the row. 


7 Press Alt+Page Down. 

The insertion point moves to the last cell in the column. 
B Press Alt+Home. 

The insertion point moves to the first cell in the row. 
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® Type the following, pressing Tab after each entry to move from cell 
to cell. 


06*** 


9 


$50,000 
Your table should match the following illustration. 


State Sala 
MA $51,920 
$53.00 


40 Press the Down arrow key. 
The insertion point is no longer in the table. 

#9 Click the selection area to the left of the first row in the table. 
The first row of the table is selected. 

2 On the Formatting toolbar, click the Bold button. 
The text in the first row is formatted in Bold. 


13 Click the last cell in the second row, hold down Shift, and press the 
Down arrow key twice. 


The last cells for the three rows are selected. 


#4 On the Formatting toolbar, click the Align Right button, and click out- 
side the table to deselect the cells. 


Align Right 


The text in the cells are aligned along the right edge of the cells. 
— E o 

pis BES a ea aaeS20) 

D a O o 


45 On the Standard toolbar, click the Save button. 
Word saves the document. 

#6 On the File menu, click Close. 
The document closes. 


Save 


gs Merging Table Cells 


IY Microsoft® N 


= m 
a Sed J After you’ve created a table, you might determine that some of the table 
< se 5 a . . 

2 SPeCiÀ data doesn’t fit neatly within the row-and-column format that you’ve 
W2000.5.4 defined. For instance, if you created a four-column table in which each 


column contains monthly sales information for the current quarter, the 
first row of your table might contain the title of the table, while the last 
row might contain a grand total and a label for the total. 
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Open 


The title row would be much easier to format if the title is contained in 
one long cell that spanned the width of the table, rather than four smaller 
cells in the row. The grand total row would be easier to format if it con- 
tained two cells—one for the label and one for the total itself. 


Current Quarter ee ae. 


$31, aa = 800 $52,3 
Grand Total: $159,600 


You can use Word to merge cells for this kind of table formatting. Merg- 
ing cells is the process of joining multiple cells into one larger cell. You can 
merge multiple cells in a row into a single cell, or you can merge multiple 
cells in a column to form a single cell. You can even select multiple cells in 
multiple columns and merge them into one cell. All of these merging tasks 
use the Merge Cells command on the Table menu. To merge cells, select 
the cells that you want to merge, and on the Table menu, click Merge 
Cells. 


In this exercise, you merge cells to create table headers. 


4 On the Standard toolbar, click the Open button. 
The Open dialog box appears. 


2 Click the Look In down arrow, click the icon for your hard disk, 
double-click the Word Core Practice folder, and then double-click the 
Lesson10 folder. 


The contents of the Lesson10 folder appear in the Open dialog box. 
3 Click the file Salary Survey 10, and click the Open button. 


The file Salary Survey 10 appears in Word, and the Open dialog box 
closes. 


4 Click the selection area to the left of the first row in the table. 
The first row of the table is selected. 
5 On the Table menu, click Merge Cells. 


The first row is no longer divided into eight cells. The text in the first 
cell is spread across the row, and the row height decreases. 


6 = Scroll down to the row that contains the subheading Years of Experi- 
ence, and select the entire row. 


7 — On the Table menu, click Merge Cells. 


The row is no longer divided into eight cells. The text in the row is 
spread across the row, and the row height decreases. 


B Select the next row, which contains the text (in Public Relations 
field). 


@ On the Table menu, click Merge Cells. 
The selected cells are merged together. 
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10 Select both of the rows that you have just merged—Years of Experi- 
—_ ence and (in Public Relations field)—and on the Table menu, click 
Merge Cells Merge Cells. 


The two rows are merged into one row. 


Years of Experience 
{in public reimions field) 


33,960 39,040 I 61,750 


11 On the Standard toolbar, click the Show/Hide 1 button. 
Formatting marks appear throughout the table. 


12 Delete the paragraph mark at the end of the text Years of Experience, 
and press the Spacebar. 


The line in Public Relations field moves alongside the line Years of 
Experience and a space is inserted between the text. 


43 On the Standard toolbar, click the Show/Hide {] button. 
The formatting marks no longer appear. 


44 On the File menu, click Save As, and save the document as Salary 
Survey 10 Edited. 


Word saves the document. 


Show/Hide 1 


Keep this file open for the next exercise. 


Inserting and Deleting Columns and Rows 


After you create a table, you might need to add new columns and rows or 
delete unwanted columns and rows. For instance, you might decide to add 
a heading row that you didn’t originally plan for, or you might realize that 
you need to create a column at the end of the table to contain a total for each 
W2000.5.3 row. You can use the Table menu to easily add or delete columns and rows. 


To insert columns or rows into a table, position the insertion point inside 
a cell that is above or below the area where you want to insert a row or 
column. On the Table menu, point to Insert, and click one of the options, 
depending on whether you want to insert a column or row, and where 
you want that column or row inserted. You can also select multiple rows 
or columns to indicate that you want to insert this number of rows or 
columns at the indicated location. 


For example, if you select Columns To The Left, Word inserts the number 
of columns that you selected to the left of the insertion point. If you 
choose Row Above, Word inserts the number of rows that you selected 
above the insertion point. To delete columns or rows from a table, select 
the columns or rows to be deleted. On the Table menu, point to Delete, 
and click Columns or Rows, as desired. 
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In this exercise, you add a new row to the table and delete an 
unwanted row. 


3 Scroll to the top portion of the table, and click the cell that contains the 
text Entry, under the subheading Employment Level. 


2 On the Table menu, point to Insert, and click Rows Above. 
A row is inserted into the table. 


3 Click the first cell in the new row and type the following text, pressing 
Tab after each entry. 


Internship 

15 

15,000 

8,000 

12,000 

15,500 

18,000 

21,000 

The cells in the row are filled in. 


4 Select the blank row above the row with the subheading Employment 
Level. 


5 On the Table menu, point to Delete, and click Rows. 
The row is deleted. 

G Continue selecting and deleting all the blank rows in the table. 
The table should now look similar to the following illustration. 


998 UNITED States SALARY SURVEY y sleat poupingy 
E an E 


ted Dei La cl 
Level 


[Intemship | eee oe E 
mey [Tako 
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[33,000 | 39,000 __ | 44.800 | 
Mid-Level, ay 410 31,3 5,000 UO | 48,35 48 50 
Non- 
supervisory 
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Supervisory 


Senior-Level | 188 55,300 f 42,000 | 46,001 [e 0 
Non- 
supervisory 


Sem | = pa 
Sup emiso 


Dagpo. ee ae a es 
Degree 
pi ii i loci” | 


Eo ee ae (Se ae 


nn nee Pa a 
| 47540 | 33000 [38000 [45.350 755,000 | 
49,090 | 33,800 S pen pe 70,000 


a 
pepper: 10 an paa 


i 
50 


SU years and 33,950 33,000 43,250 32,000 71. RO 
over 

Years of Experience (in public relations tieta) 

=o le lll! PI i sa 


years 
[o yems E AE L a 40,000 eee 
et gees | $9,810 47,000 


ant oe PID 45,000 befag 


Doctorate 


t 


SS) saz z DZ 
Toe we Gig a 
© a lA 

c 


10.12 Microsoft Word 2000 Step by Step Courseware Core Skills Student Guide 


Q A 
Q 
APEN 
= 


W2000.5.4 


aNew! 


The table resize handle is new 

in Word 2000. The table resize 
handle is the small square that 
appears outside the bottom-right 
corner of the table when you 
position the pointer over the table. 


Oo 
Table Resize Handle 


Align 


Table Move Handle 


Center 


7 — On the Standard toolbar, click the Save button. 
Word saves the document. 
Keep this file open for the next exercise. 


Resizing a Table 


When you are entering text or other values into cells, you might notice 
that some cell entries wrap to two or more lines because they do not fit on 
one line within a cell. If you don’t want the content of a cell to wrap, you 
can widen the column that the cell is in so that the text or number fits on 
one line. Similarly, you can narrow the width of a column if you discover 
that all the values in the column are much smaller than the current column 
width. You can even change the height of a row, especially if you want to 
make the row higher to call attention to it. 


Word lets you resize a table in many ways. You can resize the entire table 
by positioning the mouse pointer over the table resize handle and then 
dragging the mouse pointer to make the table larger or smaller. You can 
also adjust the size of a column or row by dragging vertical or horizontal 
borders in the appropriate direction, which resizes the table as well. 


To resize a column or row, position the pointer on a horizontal or vertical 
border anywhere in the table and wait until the resizing pointer (a double- 
headed arrow) appears. Drag the mouse pointer in the desired direction to 
resize the column or row. 


Row resize ties 


30 years and 7,250 | 52,000 71 a0 
over 


Years of Experience (in public relations field 


Less than 2 37,940 29,950 =| 35,000 | 43,250 
pes 


41,650 5,000 | 40,000 ETR TA 
29,810 = 520] 41,000 Ei 


= a 
more 


Column resize pointer 


Table resize handle 


In this exercise, you resize a table, change the row height, and change the 
column width. 


4q Press Ctrl+End to move the insertion point to the end of the docu- 
ment, where you'll find the table labeled Median Salary by One-Digit 
Zip Codes. 


2 Position the insertion point over the table until the table resize handle 
appears outside the bottom-right corner of the table. 


3 Drag the table resize handle to the left about an inch. 
The table becomes narrower. 


4 Position the insertion point over the table until the table move handle 
appears outside the top-left corner. 


5 Click the table move handle, on the Formatting toolbar, click the Cen- 
ter button, and then click outside the table to deselect it. 


The entire table is selected, centered on the page, and then dese- 
lected. 
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6 Position the insertion point on the horizontal line below the text 
Median Salary by One-Digit Zip Codes. 


= The insertion point turns into a resizing pointer. 


Row Resize 7? Drag the line down about .25 inches. 


The height of the top row increases. 
200 8 Position the insertion point on the horizontal line below the text Zip 
The ability to adjust a Code and Salary so that the row resizing pointer appears, and drag the 


row's height directly within a line down about .25 inches. 
table is new in Word 2000. 


The height of the row increases. 


9 Click anywhere in the text of the first row, and on the Formatting 
toolbar, click the Center button. 


The text is centered. 


40 Select the second row, and on the Formatting toolbar, click the Center 
button, and then click outside the table to deselect the row. 
The text in both columns of the second row is centered. 

41 Position the insertion point on the vertical line in the center of the 
table, and drag the line to the left until the first column is about 1 
inch wide. 


+j» The insertion point turns into a resizing pointer, the width of the left 


CO Resize column decreases, and the width of the right column increases. 


42 Position the insertion point on the vertical line at the right border of 
the table so that the column resizing pointer appears, and drag the line 
about 3.5 inches to the left. 


The width of the right column decreases. The table should now look 
similar to the following illustration. 


Median Salary by One- 
Digit Zip Codes 


joes | $52,000 
4 


aaa 
T 


43 On the Standard toolbar, click the Save button. 
Word saves the document. 


Keep this file open for the next exercise. 


Adding Shading to a Table 


In Lesson 4, “Formatting Text,” you learned how to add shading to a 
paragraph to call attention to it or simply to make it more attractive. Simi- 
W2000.5.2 larly, you can add shading to all or parts of a table to emphasize a portion 
of the table or to give the appearance of different sections in the table. 
Shading can also help call attention to special titles or headings. 
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The marketing manager at Impact Public Relations is putting together the 
company’s annual report. A page of the report consists of four tables, 
each detailing quarterly summaries of the company’s expenses. To separate 
the tables from one another, the marketing manager shades each table 
with a different color. Not only are the tables easy to distinguish on paper, 
but also when the shareholders need to review the annual report, the mar- 
keting manager can have them direct their attention to a specific colored 
table to find the information. 


In this exercise, you add shading to the introductory paragraph and the 
table. 


1 Select the first row in the table with the text Median Salary by One- 
Digit Zip Codes. 


2 = On the Standard toolbar, click the Tables And Borders button. 
The Tables And Borders toolbar appears. 

-i 3 Click the Shading Color down arrow. 

D > The Shading Color palette appears. 


Shading Color @ Click the Light Green color square (fifth row, fourth square), and click 
outside the table to deselect it. 


The first row of the table is now shaded in light green. 
5 Select all rows except the first row. 
Click the Shading Color down arrow. 


Tables And Borders 


7 On the color palette, click the Tan square (last row, second square), 
and click outside the table to deselect it. 


The rest of the table is now shaded in tan. 
Keep this file open for the next exercise. 


Modifying Table Borders 


Just as you can modify paragraph borders, you can also modify table bor- 
ders. You can change the border around an entire table or around selected 
cells within a table. You can use the buttons on the Tables And Borders 
w2000.5.2 toolbar to modify the table borders, or you can use the Borders And Shad- 
ing dialog box. 


The marketing manager at Impact Public Relations is reviewing the final 
layout for the company’s annual report. At the last minute, she decided 
that the existing table borders needed to be changed. She can use Word to 
change the borders without having to rewrite or re-create the table struc- 
ture and data. 


Lesson 10 Working with Tables 10.15 


In this exercise, you use the Tables And Borders toolbar to modify the 
table borders. 


1 Position the insertion point over the table with the title Median Salary 
by One-Digit Zip Codes until the table move handle appears outside 
the top-left corner. 


2 Click the table move handle to select the entire table. 


Table Move Handle 3 If necessary, on the Standard toolbar, click the Tables And Borders 
a button to display the Tables And Borders toolbar. 


Tables And Borders $ Scroll through the list of line styles until you see a line that is similar to 
| l E the selected line style in the following illustration, and click the line. 


Line Style 


& On the Tables And Borders toolbar, click the Line Style down arrow. 


mi € — On the Tables And Borders toolbar, click the Border Color button. 


lor pal ars. 
Border Color A. CRON pages appe 


Flame. 
sueneee 
` LELES 
E 
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7 Click the Green color square (second row, fourth square). 


a ® On the Tables And Borders toolbar, click the Border down arrow, and 


= click the Outside Border button. 
Outside Border 


The green line style is applied to the outside border of the table. 
3 Select the first row of the table, and on the Tables And Borders 
toolbar, click the Outside Border button. 
The green line style is applied to the bottom border of the first row. 
40 Select the second row of the table, and click the Outside Border but- 
ton again. 


The green line style is applied to the bottom border of the 
second row. 
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41 With the second row still selected, click the Border down arrow, and 
click the Inside Border button. 


The green line style is applied to the inside borders of the second row. 
42 Click the Inside Border button again. 
13 Select all rows except the first two rows. 


Inside Border 
On the Tables And Borders toolbar, click the Line Style down arrow, 


and click the dash-dot-dot line style. 


v Tables and Borders 


DAF 


45 On the Tables And Borders toolbar, click the Inside Border button. 
The dash-dot-dot line style is applied to the inside borders of the table. 


< 16 On the Tables And Borders toolbar, click the Line Style down arrow, 
and click the three-line style. 


~ Tables and Borders 


47 On the Tables And Borders toolbar, click the Border down arrow, and 
click the Inside Vertical Border button. 


The three-line style is now applied to the line between the two 
columns. 


Inside Vertical Border 
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Change Text Direction 
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4B Click outside the table to deselect it, and on the Standard toolbar, 
click Save. 


Word saves the document. 


The table should look similar to the following illustration. 


Median Salary by One- 
Digit Zip C 


Rotating Text in a Table 


In Word, you can change the orientation or direction in which text 
appears within a cell. By default, Word aligns text horizontally in table 
cells. You can change the text orientation so that the text is displayed 
vertically, reading up or down. This approach is useful if the first row 
of your table contains column labels and the label text is much longer 
than the content of the columns themselves. By changing the text ori- 
entation of the labels, you can avoid the need to widen the columns of 
the table. 


Left to right 


To change the orientation of text in a table, click the cell containing the 
text that you want to rotate. On the Format menu, point to Text Direc- 
tion, and click the desired orientation. Alternatively, on the Tables And 
Borders toolbar, you can click the Change Text Direction button. 


Lesson Wrap-Up 


In this lesson, you learned how to work with Word’s features for creating, 
modifying, and formatting tables. You created tables and learned to 
modify them by inserting, merging, and deleting cells, columns, and rows. 
In addition, you learned how to resize a table; add shading to selected 
cells, rows, and columns; and how to modify table borders. 
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If you are continuing to other lessons: 


@ = On the File menu, click Close to close the file. If you are prompted to 
save changes, click No. 


The file closes and the Word program closes. 


If you are not continuing to other lessons: 

1 On the File menu, click Close to close the file. If you are prompted to 
save changes, click No. 
The file closes. 

2 On the File menu, click Exit. 
The Word program closes. 


Lesson Glossary 


cell The intersection of a row and column in a table. The cell is displayed 
as a small rectangular box in which text or numbers can be typed. A 
cell can also contain a graphic. 


column The vertical arrangement of text or numbers in a table. 


end marks Characters called end-of-cell and end-of-row marks that 
appear on screen when the Show/Hide J button is selected and 
cannot be printed. An end mark looks like a circle with four small 
marks extending out of the circle. 


merge cells The process of joining multiple cells into one larger cell. 
row The horizontal arrangement of text or numbers in a table. 


table A data structure that is made up of rectangular boxes called cells, 
which are arranged in columns and rows. 


Quick Quiz 


1 How can you select an entire table without having to drag the mouse 
pointer across the entire table? 


2 How do you delete a column from a table? 


How do you remove shading from a table? 


4 What are the maximum number of rows and columns that you can 
create using the Insert Table button? 


5S When using the Change Text Direction button on the Tables And Bor- 
ders toolbar to change the orientation of text in the current table cell, 
how do you specify the desired text direction? 


6 What are three ways in which you can insert a table into a document? 


™ 


What two methods can you use to resize a table? 


8 What keyboard shortcuts can you use to move the insertion point to 
the first cell in the table? 
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important 
In the Putting It All Together section below, you must complete Exercise 1 to 
continue to Exercise 2. 


Putting It All Together 


Exercise 1: If necessary, start Word. Create a new blank document, and 
create a table that is four rows by three columns. Adjust the size of the 
table so it is approximately 4 inches wide and 3 inches high, and then dis- 
tribute the rows and columns evenly. Delete the last column. 


Exercise 2: Merge the cells in the first row of the table that you created 
in Exercise 1, type the heading Clients by Industry, and then narrow the 
first row to about .75 inches. Format the heading so that it is centered and 
bold with a 20-point Arial font. Then add black shading to the row. 
Change the outside border and the line between the columns to a double- 
line border. Save the table as Table Practice 10 in the Lesson10 folder. 


le 


Word and the Web 


After completing this lesson, you will be able to: 


Insert a hyperlink to a Web page. 
Send a document as an e-mail message attachment. 


View a document in Web Page Preview. 


LN 48 


Save a Word document as a Web page. 


Most documents that people create for business and personal use are com- 
posed chiefly of text—with some graphics added to provide visual infor- 
mation and attractive effects. For years, Word has been and continues to 
be the most popular software tool for creating these documents. 


However, in recent years, a different type of document has been growing 
in popularity and use. As the Internet continues to grow in popularity, an 
ever-increasing number of people want to create documents that can be 
viewed on the Web—the term used to describe the technology that delivers 
text, graphics, sound, and even video on the Internet. Although these mul- 
timedia capabilities are widely used by Web sites around the world, most 
Web documents continue to be composed chiefly of text and graphics. 


It makes sense, then, to use Microsoft Word 2000 to create Web 
documents. In previous versions of Word, you could convert your Word 
documents to Web documents, called Web pages. Web documents use a 
coding system called HTML (Hypertext Markup Language) to format 
text and graphics on screen. The text and graphic formatting system that 
Word uses to display and print documents is much more sophisticated. 
Consequently, with these earlier versions, Word had to convert much of 
the complex text and graphic formatting in Word documents into more 
basic HTML formatting. Web pages that originated as Word documents 
often looked nothing like the original documents. 


Fortunately, HTML formatting has evolved rapidly in recent years, and so 
has Word. With Word 2000, you can save your Word documents as Web 
pages with little or no loss in formatting. And Word has many additional 
features that make it a useful tool when you work with the Web. For 
example, you can insert a hyperlink in your Word documents. When read- 
ers open your Word document and click the hyperlink, their Web browser 
(such as Microsoft Internet Explorer) opens, and a page on a Web site 
appears in the Web browser. You can even send your Word documents as 
e-mail messages—without having to quit Word to do so. 
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In this lesson, you will learn how to use these and other Web features that 
Word provides. You will learn how to save a Word document as a Web 
page, how to add hyperlinks to your Word documents, and how to send a 
Word document as an e-mail attachment or as an e-mail message itself. 


More i kiss = To complete the procedures in this lesson, you will need to use the file 

Brochure 11 in the Lesson11 folder in the Word Core Practice folder 
located on your hard disk. This document publicizes the services of 
Impact Public Relations. You will insert hyperlinks into the document, 
and yov’ll attach the document to an e-mail message and send it to a pro- 
spective client. Because the Webmaster of the company wants to post the 
brochure on the company’s Web page, you’ll also save the brochure as an 
HTML (Web) document. 


Inserting a Hyperlink to a Web Page 


When you type a Web address directly into a document, Word automati- 
cally converts the address to a hyperlink. A hyperlink is underlined and 
W2000.4.8 colored blue. For example, if you type www.microsoft.com, and then press 
Enter, the text is underlined, colored blue, and converted to a hyperlink. 


To create a hyperlink for a Web address, you type the Web address in the 
Word document. Word recognizes only Web addresses that begin with 
www or http://. Word displays the Web address as a link after you press 
Enter or the Spacebar following the address. 


Word also lets you designate a string of text (such as a word, several 
words, or a sentence), instead of the complete Web address, as a 
hyperlink. For instance, suppose you type the following sentence in a 
Word document: 


Click here for more information. 


You could then select the words Click here and assign a Web address to 
the selected text. When a person opens and displays the Word document 
and then clicks anywhere on the words Click here (which will appear 
underlined and in blue like any other hyperlink), his or her Web browser 
opens and the Web page for the link appears. This approach is especially 
useful if the Web address for the hyperlink is lengthy. For instance, it is 
more readable to type Click here as the hyperlink text rather than 
http://mspress.microsoft.com/mspress/products/1349/default1.btm. 


To create a hyperlink for selected words, type and select the text that 

you want to use as the hyperlink. On the Standard toolbar, click the Insert 
Hyperlink button to display the Insert Hyperlink dialog box. In the Type 
The File Or Web Page Name box, type the Web address that you want to 
link the text to, or click an address in the list. You can use this same 

a approach to create a hyperlink for a picture or other object. You simply 
“= select the picture or object instead of selecting text. 


Insert Hyperlink 
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tip 

When you rest the mouse pointer over a hyperlink, a ScreenTip appears. The 
ScreenTip usually displays the address associated with the hyperlink. Word 
inserts the target address as the hyperlink’s ScreenTip; however, you can 
customize a hyperlink ScreenTip from the Insert Hyperlink dialog box. To 
customize a ScreenTip, select the hyperlink and click the Insert Hyperlink 
button. In the Insert Hyperlink dialog box, click the ScreenTip button to 
display the Set Hyperlink ScreenTip dialog box. Type the desired ScreenTip 
text, and click OK. 


In this exercise, you create two hyperlinks—first by typing a Web address 
and then by defining a string of text as a hyperlink. 


N 


On the Standard toolbar, click the Open button. 
The Open dialog box appears. 


Click the Look In down arrow, click the icon for your hard disk, 
double-click the Word Core Practice folder, and then double-click 
the Lesson11 folder. 


The contents of the Lesson11 folder appear in the Open dialog box. 
Double-click the file Brochure 11. 


The Open dialog box closes, and the file Brochure 11 appears in the 
Word window. 


Click to position the insertion point at the end of the third paragraph 
(the last paragraph in the first section), after the period in the sen- 
tence ending Associate Members. 


Press the Spacebar, and type For more information, see 
www.microsoft.com, and then press the Spacebar again. 


The Web address is underlined and colored blue, and it is converted to 
a hyperlink. 


dates 
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Impact Public Relations (IPR) was established 
in 1990 to provide a forum for professional 
Public Relations consultants throughout the 
state to meet, exchange views about general 
business issues affecting the profession, and 
further skills development. IPR provides 
invaluable services to all its members 


Meetings are on the second Tuesday of each 
month. The format of the meetings follows an 
informal agenda, which may include member 
introductions, a short organization business 
review, and a presentation on professional 
skills by an expert guest speaker. Attending 


Impact Public Relations Services 


IPR also provides comprehensive public relations 


services, including advertising and rnarketing 


communications services for a variety of diverse 


corporations, businesses, and non-profit 


these meetings is an invaluable asset to those 
PR consultants who choose to participate. 


Membership is open to individuals who 
provide personal relations consulting services 
There are two categories of members: 
General and Associate. General Members are 
those who earn at least 80 percent of their 
annual income as time or project-derived fees 
from public relations consulting services. All 
other members are Associate Members, For 
more information, see www microsoft.com 


News Releases 

Media Relations/Editorial Contacts 
Public Information Campaigns 
Fundraising Campaigns 


Hyperlink 
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Close 


Insert Hyperlink 
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11 
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Click the hyperlink www. microsoft.com to test it. 
Your Web browser starts, and the specified Web page opens. 
Click the Close button in the top-right corner of your Web browser. 


The Web browser closes, the Word document reappears, and the 
color of the visited hyperlink changes. 


Press Ctrl+End. 
The insertion point moves to the end of the document. 


Select the text View a sample of our work., and on the Standard tool- 
bar, click the Insert Hyperlink button. 


The Insert Hyperlink dialog box appears, and the text that you 
selected now appears in the Text To Display box. 


Insert Hyperlink 


Link to: J pag ue: _ Ea a SrL of c our work, 
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In the Type The File Or Web Page Name box, type http:// 
mspress.microsoft.com/mspress/products/1349/default1.htm, and 
click OK. 


Click the hyperlink View a sample of our work to test it. 


The Web browser starts, and the Web page for Lakewood Mountains 
Resort opens. 


Click the Close button in the top-right corner of your Web browser. 


The Web browser closes, and the Word document reappears. (You 
might have to click the Brochure 11 button on the taskbar to return to 
the Word document.) 


On the File menu, click Save As, and save the document as 
Brochure 11 Edited in the Lesson11 folder. 


Word saves the document. 
Keep this file open for the next exercise. 
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Inserting a Hyperlink to a File 


You can also create a hyperlink that, when clicked, displays an existing 
file or a specific location within a file. When a hyperlink is linked to a 
file, clicking the link opens the file to which the object or text is linked. 
When a hyperlink is linked to a specific location within a file, clicking 
the hyperlink opens and displays the target file, and the insertion point 
appears at the location defined by the link. These types of hyperlinks are 
useful in documents that refer to information contained in other files. 
For example, the marketing manager at Lakewood Mountains Resort 
inserts hyperlinks to several files mentioned in a document analyzing the 
effectiveness of different marketing materials. All of these files are stored 
on the resort’s network server. The marketing manager distributes the 
document electronically, and recipients can click the hyperlinks to view 
the marketing materials being discussed. 


To link to an existing file: 
4 Select the text that you want as the hyperlink, and click the Insert 
Hyperlink button. 


2 Inthe Insert Hyperlink dialog box in the Link To Places Bar along the 
left side of the dialog box, click Existing File Or Web Page, and then 
in the Browse For section, click the File button. 


3 Locate and select the file that you want to link to, and then click 
OK twice. 


When you link to a specific location within an existing file, you must 
first insert a bookmark in the desired location of the target document. 
The bookmark identifies the location to which you want to link. 


To insert a bookmark: 


1 On the Insert menu click Bookmark , type the name of the book- 
mark, and click the Add button. 


2 Open the file that will contain the hyperlink, select the text that you 
want to use as the hyperlink, and click the Insert Hyperlink button. 


J Inthe Insert Hyperlink dialog box under Link To, click Existing File 
Or Web Page, and then in the Browse For section, click the File 
button. 


4 Locate and select the target file to which you want to link. Click the 
Bookmark button, and then select the desired bookmark. 


You can use this approach to link to a different part of the same docu- 
ment, which can be helpful to your readers if the document contains 
several pages. Instead of scrolling through the document to locate par- 
ticular text, your readers can click the hyperlink to move to the speci- 
fied location instantly. 
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E-mail 


Sending a Document 
as an E-mail Message Attachment 


Documents can be easily sent via e-mail from within Word. E-mail is an 
abbreviated term for electronic mail. By using an e-mail program (such as 
Microsoft Outlook or Microsoft Outlook Express), you can send an elec- 
tronic message or document to another person over the Internet. The 
recipient must also have an e-mail program as well as an e-mail address 
(a unique e-mail identifier). You can send a document as an attachment to 
an e-mail message, or Word can convert the document into a format that 
e-mail programs can read, in which case the document becomes the body 
of the e-mail message. An attachment is a file that can be sent as part of an 
e-mail message. When a recipient receives the e-mail message, he or she 
can open and view the attached file in Word. 


To send a document as an attachment to an e-mail message, open the 
document that you want to send and, if necessary, connect to the Internet. 
On the File menu, point to Send To, and click Mail Recipient (As Attach- 
ment). By clicking Mail Recipient, Outlook, Outlook Express, or the 
default e-mail program on your computer opens. Type the name of the 
recipient in the To box, type a message in the message box, and then click 
the Send button. 


You can also send a Word document as the content of an e-mail message, 
rather than as an attachment. To do this, open the document that you 
want to send, and on the Standard toolbar, click the E-mail button. Word 
converts the document into an e-mail message, which is coded in HTML. 
A message window appears so that you can address and send the e-mail. 


The recipient does not have to open an attachment to read the e-mail 
message; however, if the document that you sent has formatting that can’t 
be converted to HTML, the recipient’s document might not look the way 
you had intended. For this reason, it is a good idea to send documents as 
attachments so that formatting is not lost in the conversion. If you 
attempt to send a Word document as an e-mail message and the document 
contains characters that cannot be converted to HTML, Word displays a 
dialog box asking you to specify the character set (all the alphabetic, 
numeric, and special characters that are available to a particular program 
or feature) to use when the message is sent. 


This message contains some text having a character set other than the default 
_ character set. When sending this message you have the following options: 


Sony Me it ihe message will be sent as a Unicode message. All 

Spils Unicode character set information will be retained. However, if the- 
recipient's email reader does not support Unicode. the 
message may nat be display correctly. 


CandAsis | The message will be sent as aregulare-mailmessage 
: : : using oniy the default character set. Any text not in the 
E i default character set may be unreadable by the recipient. 


Retutn to editing the message. 
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The marketing manager at Impact Public Relations decided to send the 
Impact Public Relations brochure to some prospective clients as an attach- 
ment to an e-mail message. 


You can send a Word document 
without having to attach it. : ? y 
Word converts the document _ In this exercise, you send the brochure as an attachment to an e-mail 

into an HTML e-mail message message. 
when you click the E-mail button 
on the Standard toolbar. 


3 On the File menu, point to Send To, and click Mail Recipient (As 
Attachment). 


GON SUNG GEVETG IAG 1S CVC yung 


e Collateral/Brochures, Newsletters, Annual 
thines and frozen foods to computer Reports, Posters 
æ.. lions and book promotions. 


Direct Mail 

Special Events 

TV/Radio Interviews/Appe arances 
News Conferences 
Displays & Exhibits 
Seminars & Workshops 
Web Site Production 

Video Production 
Multimedia 
Corporate/Company Image 
Community Relations 
Photography 


i variety of clients in the Northern 
__ ba, Boston, New York, and New 
‘ds of manufacturing, healthcare, 
$, education, and computer software 
4-house graphic design capabilities to 
e, results-oriented advertising and 
‘ing annual reports, brochures, 


eoeeseeeeseee 


Your computer's default e-mail program starts. 
2 Inthe To box, type someone@microsoft.com. 


SEE eo, 
i 


Bubs Cop = Past 


{someone@microsott.com 
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The e-mail address of the client is entered. 


3 Select the text in the Subject box, and type Impact Public Relations 
Brochure. 
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@ Click the message area, and type Per our discussion, here is a bro- 
chure describing the services provided by Impact Public Relations. 


4 Per our discussion, here is a brochure describing the services provided by Impact 
Public Relations 


5 In the e-mail window, click the Send button. l 


Follow the instructions provided by your e-mail program to send the 
message. 


Keep this file open for the next exercise. 


Viewing a Document in Web Page Preview 


Before you convert a Word document to a Web page (which you will do 
in a later exercise), you can preview how the document will look as a Web 
W2000.3.3 page first. This approach is useful because the formatting might change 
when you convert a Word file to HTML (Web page) format. You can use 
Web Page Preview to quickly check that your document will look the way 
you want prior to saving the document as a Web page. For example, if 
your document contains page breaks, columns, text wrapping around fig- 
ures, small caps, and text effects (such as shadows) these formats do not 
convert to HTML format. 


To preview a Word document as it will appear as a Web page, click Web 
Page Preview on the File menu. The Web browser starts and displays a 
“00, preview of the current Word document as a Web page. You can also click 
Web Layout view is new the Web Layout View button to view the document as an HTML file 
in Word 2000. without having to start your Web browser. 
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In this exercise, you preview Impact Public Relations’ brochure as an 
HTML document in Web Page Preview and in Web Layout view. 


4 = On the File menu, click Web Page Preview. 


The Web browser opens and displays a preview of the brochure as a 
Web page. 


E] impact Public Relations Network - Microsoft Internet Explores 


Impact Public Relations Network 


Impact Public Relations (IPR) was established in 1990 to provide a forum for professional Public Relations 
consultants throughout the state to meet, exchange views about general business issues affecting the 
profession, and further skills development. IPR provides invaluable services to all its members. 


Meetings are on the second Tuesday of each month. The format of the meetings follows an informal 
agenda, which may include member introductions, a short organization business review, and a presentation 
on professional skills by an expert guest speaker. Attending these meetings is an invaluable asset to those 
PR consultants who choose to participate. 


Membership is open to individuals who provide personal relations consulting services. There are two 
categories of members: General and Associate. General Members are those who earn at least 80 percent 
of their annual income as time or project-derived fees from public relations consulting services, All other 
members are Associate Members. For more information, see waw microsoft.com 


2 Scroll through the document to see if any formatting has changed. 


Notice that the page border is no longer displayed and the content is 
no longer formatted into columns. 


3 Click the Close button in the top-right corner of your Web browser. 
The Web browser closes and the Word document reappears. 


t 4 Click the Web Layout View button located to the left of the horizontal 
Web Layout View scroll bar at the bottom of the screen. 


Word displays the document as it would appear if it were an HTML 
file displayed in a Web browser. 


5 Scroll through the document to see what formatting has changed. 


Notice that the width and length of the paragraphs are wider, the font 
is smaller, and you can make edits using Web Layout view. 


Keep this file open for the next exercise. 


Saving a Word Document as a Web Page 


You can easily save any Word document as an HTML file, which can then 
by stored on a Web server so that other people can open the document in 
W2000.4.6 their Web browsers. A Web server is a computer that contains special soft- 
ware for receiving requests from the Internet to display Web pages. The 
HTML file duplicates most of the styles, format, and content of the Word 
document. The benefit of converting a Word document to an HTML file is 
that all Web browsers can interpret an HTML file; however, they cannot 
interpret a Word document. 
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Before you make changes to a document and save it as an HTML file, 
you should remember to save the document as a Word file. This allows 
you to retain changes in both the HTML document and the Word version 
of the document. When a Word document is converted to HTML (saved 
as a Web page), Word might not be able to convert some formatting to 
HTML. As a result, the HTML document might not look the same as the 
original Word document. If you saved the Word document prior to con- 
verting it to HTML, you can return to the original document and make 
formatting changes as necessary so that the HTML version will look more 
like what you intended. 


In this exercise, you save the Impact Public Relations brochure as a 


Web page. 


4 On the File menu, click Save As Web Page. 


The Save As dialog box appears and the Save As Type box contains 
the text Web Page. 


| Page le: InpactPublc Relations Network chango Tie. f 
Filename: Ci oe 


ie Save astype: [web Page. Cancel 


2 Inthe File Name box, type Brochure11Web. 
3 Click the Save In down arrow to navigate to the Lesson11 folder. 
4 Click the Save button. 


The document is saved as an HTML file and is displayed in Web 
Layout view. 


tip 

If you open the Exploring window, you'll notice that a folder named 
Brochure11Web_files appears in addition to the HTML file. This folder has 
additional files that Word created after you saved the brochure as a Web 
page. For instance, the WordArt object from the top of the brochure was 
saved as a separate graphic file so that it could be viewed on the Web page. 
Graphics that appear on Web pages are stored in a folder so that when the 
Web pages are published to a Web server, the graphics appear in their 
intended locations on the Web pages. 
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Lesson Wrap-Up 


In this lesson, you learned how to insert a hyperlink, how to send a Word 
document as an e-mail message attachment, and how to preview and save 
a Word document as a Web page. 


If you are continuing to other lessons: 


© On the File menu, click Close. 


The file closes. 
If you are not continuing to other lessons: 


® On the File menu, click Exit. 
The file closes and the Word program closes. 


Lesson Glossary 


attachment A document that is sent with an e-mail message so that 
recipients can open the document when they receive the message. 


bookmark A link to a Web page or URL that is stored in a file. Clicking 
the bookmark links you to the Web page or URL. 


character set The alphabetic, numeric, and special characters that are 
available to a particular program or feature. 


e-mail Electronic mail that is sent from one computer over the Internet 
to a recipient’s computer in another location. To send an e-mail 
message, you must have an e-mail program installed on your 
computer. 


HTML (Hypertext Markup Language) A collection of styles (also called 
tags) that define the formatting of a Web document. HTML is a 
language that can be interpreted by all Web browsers. 


hyperlink A line of text, a Web address, or a graphic that you click to 
go to a different file, a different location in the same file, or a Web 
page on the Internet. Text that is a hyperlink appears in a different 
color and is underlined. 


Internet A worldwide network of thousands of computer networks, and 
in turn, millions of computers. 


Web The term used to describe the technology that delivers text, 
graphics, sound, and video on the Internet. 


Web address A specific string of characters that uniquely identifies a 
Web page on the Internet. You can use a Web address to create a 
hyperlink from a Word document to the Web page associated with 
the address. Word recognizes a string of characters as being a Web 
address only if the string begins with www or http://. 


Web browser An application used to view Web pages and that 
understands HTML tags and displays file content according to the 
formatting specification defined in the tags. 
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Web pages HTML files that are stored on a Web server and viewed 
from within a Web browser. 


Quick Quiz 


4 What is the difference between Web Page Preview and Web 
Layout view? 

2 What are two ways that you can access the Insert Hyperlink 
dialog box? 

3 — What are two types of hyperlinks in a Word document? 


& ~~ What are two ways in which you can send the information in a Word 
document to an e-mail recipient? 


5 When you save a document as a Web page, in what format or 
language is the document converted? 


6 What does a hyperlink in a Word document allow you to do? 
What is a Web browser used for? 


8 Why is it important to test a hyperlink after you create it? 


aj 


important 


In the Putting It All Together section below, you must complete Exercise 1 to 
continue to Exercise 2. 


Putting It All Together 


Exercise 1: If necessary, start Word. Open the document named Web 
Practice 11 in the Word Core Practice folder. At the bottom of the page, 
replace the text Page 1 of 1 with a hyperlink to www.microsoft.com. 
Send the document as an e-mail message attachment to 
someone@microsoft.com with a short note indicating the content of the 
attachment. Save the document as Web Practice 11 Edited in the Word 
Core Skills folder. 


Exercise 2: View the document used in Exercise 1 in Web Page Preview 
to verify that the formatting will be acceptable if you convert the docu- 
ment to a Web page. In the Word document, click one of the blank lines 
between the table and the line PR Consultants Salary Survey, and type To 
view additional business statistics, click here. Then create a hyperlink for 
the words click here to the Web address www.microsoft.com. Test the 
hyperlink. View the document in Word using Web Layout view. Save the 
document as a Web page using an appropriate name for an HTML file, 
and then close the document. 


Quick Reference 


Lesson 1: Getting Started with Word 
To start Microsoft Word 2000 


q Click the Start button on the Windows taskbar. 
Z Onthe Start menu, point to Programs. 
B= Onthe Programs submenu, click Microsoft Word. 


To display a ScreenTip 


@ Position the mouse pointer over a button or a screen element for a few 
seconds. 


To display a menu 
® Onthe menu bar, click the name of the menu. 
To view an expanded menu 


1 On the menu bar, click the name of the menu. 
Click the double arrow at the bottom of the menu. 
Or 
Wait a few seconds for the expanded menu to appear on its own. 


To enter text 


q Click to position the insertion point where you want to insert text. 
D Type the text. 


To use Click And Type 


1 In Print Layout view, position the mouse pointer where you want to 
insert text. 


2 Double-click, and begin typing. 


To save a document for the first time 


1 On the Standard toolbar, click the Save button. 

2 Type the file name in the File Name box. 

3 Click the Save In down arrow, and select a location for the file. 
4 Click the Save button. 


(S 
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To save a document after making changes 


@® = Click the Save button. 


Save To close a document 
@® On the File menu, click Close. 
To create a new blank document 


hl | ® On the Standard toolbar, click the New Blank Document button. 


New Blank Document To quit Word 
@® On the File menu, click Exit. 
To display the Office Assistant 
@® On the Help menu, click Show The Office Assistant. 


To use the Office Assistant to get help 


1 On the Help menu, click Show The Office Assistant if the 
Office Assistant isn't already displayed. 


Click the Office Assistant. 

Type a question in the box. 

Click the Search button. 

Click one of the topics to read about it. 


ua wn 


To hide the Office Assistant 
@ Onthe Help menu, click Hide The Office Assistant. 
To turn off the Office Assistant 


Right-click the Office Assistant, and click Options. 
Click the Options tab. 

Clear the Use The Office Assistant check box. 
Click OK. 
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Lesson 2: Editing a Document 


To open a file 


On the Standard toolbar, click the Open button. 
Navigate to the folder where the file is stored. 


Click the file's name. 
Click the Open button. 
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To navigate through a document 


@ Use the mouse pointer. 
Or 
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Use the arrow keys. 

Or 

Use the scroll bars. 

Or 

Use the key combinations. 


To scroll through text 


@ Use the vertical scroll bar, scroll arrows, and scroll box to move up and 
down. 


Or 


Use the horizontal scroll bar, scroll arrows, and a scroll box to move left 
to right. 


Or 


Use the Previous Page button to move to the beginning of the 
previous page. 

Or 

Use the Next Page button to move to the beginning of the next page. 


Previous Page 


Next Page To insert text 


1 Click to position the insertion point in the document where you want to 
insert the text. 


3 Begin typing. 
To sclecttext 


@ Drag the mouse pointer over the text. 
Or 
Use the selection area to the left of the document. 


To undo an action 


® On the Standard toolbar, click the Undo button. 


To restore an action 
Ca ® On the Standard toolbar, click the Redo button. 
Redo To create a folder 


On the File menu, click Save As. 

Click the Create New Folder button. 

Type a name for the folder in the Name box. 
Click OK. 


Create New Folder 
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To save a file with a different name 


1 On the File menu, click Save As. 


2 If necessary, navigate to the folder in which you want to store the file. 
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3 Inthe File Name box, type a name for the new copy of the file. 
4 Click the Save button. 


To save a file with a different format 


1 On the File menu, click Save As. 


2 ‘If necessary, in the File Name box, type a new name for the 
document. 


3 Click the Save As Type down arrow. 


& 


Click the file format in which you want to save the document. 
5 Click Save. 


Lesson 3: Using Templates and Wizards 
To use the Normal template 
b ® On the Standard toolbar, click the New Blank Document button. 


New Blank Document To use a template other than the Normal template 


4 On the File menu, click New to display the New dialog box. 
2 Click the desired category tab. 

= Double-click the desired template icon. 

& Update the document as desired, and save the file. 


To create a template from an existing document 


4 Create or open the document on which you want to base 
the template. 


2 = On the File menu, click Save As. 
3 Type a name for the template in the File Name box. 
4 Click the Save As Type down arrow, and click Document Template. 
5 Leave the document in the default location (the folder called 
Templates). 
Or 


Click the Save In down arrow, and navigate to the folder in which you 
want to store the template. 


6 Click the Save button. 
7 Modify the template as desired. 
8 Save the template. 


To create a template from a template 


4 On the File menu, click New to display the New dialog box. 
Z Click the desired category tab. 


3 Double-click the template icon on which you want to base the new 
template. 


4 Update the current template with changes that you want for the new 
template, and click the Save button. 
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5 Inthe File Name box, type the name of the new template. 
6 Click the Save As Type down arrow, and click Document Template. 
7 Click the Save button. 


To start a wizard 


On the File menu, click New. 
Click the desired category tab. 
Double-click the wizard icon that you want to use. 


D wn = 


Follow the screen prompts, clicking Next to move from one dialog 
box to the next. 


Or 


Click the flowchart on the left side of the dialog box to skip to a 
specific step. 

5 = Click the Finish button. 

6& Modify the document as desired, and save it. 


Lesson 4: Formatting Text 
To apply a bold attribute 


4) Select thestext. 
On the Formatting toolbar, click the Bold button. 
Or 
Press Ctrl+B. 


To apply the italics attribute 


4. ~— Select the text. 
z| 2 Onthe Formatting toolbar, click the Italic button. 
Or 
Press Ctri+l. 


Italic 


To apply the underline attribute 


41 = Select thestext. 
u | 2 On the Formatting toolbar, click the Underline button. 


Press Ctrl+U. 


Underline 


To format text 


do Select the text: 
On the Formatting toolbar, click the Style down arrow. 
Or 
Click the Font down arrow. 
Or 
Click the Font Size down arrow. 
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To format text using the Font dialog box 


1 Select the text. 
2 On the Format menu, click Font. 
E] Make selections as desired. 


To align text 


4 Click the paragraph that you want to align. 

Or 

Select all or part of the multiple paragraphs that you want to align. 
2 = On the Formatting toolbar, click the appropriate alignment button. 


To cut or copy text 


1 Select the text that you want to move or copy. 
y | Eel 3 On the Standard toolbar, click the Cut or Copy button. 


Click the insertion point in the location in which the text is to appear or 


we E 
Koo be duplicated. 


s & On the Standard toolbar, click the Paste button. 
Paste To paste from a file created in another program 


1 Open the file and select the text or object that you want to paste 
into Word. 


2 = On the Edit menu, click Paste Special. 


3 On the Paste Special dialog box, select the format that you want to 
insert the text or object. 


4 Select Paste. 

Or 

Select Paste Link. 
5 Click OK. 


To move text using the mouse pointer 


4 Select the text that you want to move or copy. 


2 Position the mouse pointer over the selected text and hold down the 
left mouse button. 


% Drag the mouse pointer to the new location. 


To paste from among multiple selections in the Office Clipboard 


4 Select the text that you want to move or copy. 
w Ba 3 On the Standard toolbar click the Cut or Copy button. 


Repeat steps 1 and 2 for every selection that you want to move 
or copy. 


& Click where the item is to appear. 
5 On the View menu, point to Toolbars, and click Clipboard. 
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6 On the Clipboard toolbar, click the item that you want to paste. 
7 Repeat step 6 for every item that you want to paste. 


To apply a style to text 


4 Select the text to be formatted. 
2 = On the Formatting toolbar, click the Style down arrow. 
@ = Click the style that you want to apply. 


To create a paragraph border 


4 Clickin the paragraph to be formatted. 


wa 2 On the Standard toolbar, click the Tables And Borders button. 


ne ee 3 On the Tables And Borders toolbar, click the Line Style down arrow, 


and click a border style. 


æ Click the Border down arrow, and click the Border button to apply the 
border. 


To add shading to a paragraph 


1 Click in the paragraph to be shaded. 
ez 2 On the Standard toolbar, click the Tables And Borders button. 


ee ee Z Click the Shading Color down arrow, and click a color. 


To preview a document 


4) © On the Standard toolbar, click the Print Preview button. 


pooner] 


Print Preview To print a document 


& @® On the Standard toolbar, click the Print button. 
Print To print a document using special print settings 


1 On the File menu, click Print. 


In the Copies section, type the desired number of copies in the Number 
Of Copies box. 


3 Inthe Page Range section, click Current Page to print the current 
page; click All to print all the pages; click Pages to print specific pages, 
and then type the desired page numbers in the Pages box. 


a = Click OK. 


To print selected text 


Select the text that you want to print. 

On the File menu, click Print. 

In the Page Range section, click Selection. 
Click OK. 
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Lesson 5: 
Changing the Layout of a Document 


To change the page margins using the Page Setup dialog box 


On the File menu, click Page Setup. 

If necessary, click the Page Margins tab. 

Type the new page margin settings in the appropriate boxes. 
Click OK. 
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To change page margins using the ruler 


1 On the View menu, click Print Layout. 


Position the insertion point over the page margin marker until the inser- 
tion point becomes a double-headed arrow. 


a Drag the marker to the new location. 
To insert a hard page break: 


1 Click to position the insertion point at the location where you want to 
add the break. 


@ Press Ctrl+Enter. 
To apply paragraph formatting: 


Select the appropriate paragraph(s). 


Change the settings as necessary. 


1 
2 On the Format menu, click Paragraph. 
3 
& Click OK. 


To indent a paragraph using the ruler 


1 Select the paragraph. 


Drag the First Line Indent, Hanging Indent, and the Left Indent mark- 
ers to fully indent the paragraph. 


Or 

Drag only the First Line Indent marker only to indent the first line. 

Or 

Drag only the Hanging Indent marker only to create a hanging indent. 
Or 


Click and drag the Left Indent marker. 
3 Deselect the text. 


To set one tab stop: 


4 On the Format menu, click Tabs. 
Type the new tab stop in the Tab Stop Position box. 


3  Ifdesired, in the Alignment or Leader section, select the desired 
option. 
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4 Click the Set button. 
5 Click OK. 


To set multiple tab stops 


On the Format menu, click Tabs. 

In the Tab Stop Position box, type the position for the first tab stop. 

In the Alignment section, select the desired tab alignment. 

If desired, in the Leader section, select the desired leader option. 

Click the Set button. 

In the Tab Stop Position box, type the position for the second tab stop. 
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If necessary, in the Alignment or Leader sections, select the desired 
option. 

8 Click the Set button. 

9 Repeat the process for additional tab stops you want to set. 

40 Click OK. 


To set a tab stop using the ruler 


1 Select the paragraph(s) for which you want to set the tabs. 


Click the Tab Align button at the far left side of the ruler to specify tab 
alignment type. 


3 Click the ruler at the location where you want the new tab. 
@ Deselect the text. 


To clear a tab stop 
o Drag the tab stop marker off the ruler. 
To add page numbers 


1 On the Insert menu, click Page Numbers. 
Click the Position down arrow, and then select the page number 


position. 

a Click the Alignment down arrow, and then select the desired 
alignment. 

4 Click OK. 


To open a header or footer box 


4 On the View menu, click Header And Footer. 


Z Scroll to the top of a page for the header or to the bottom of a page 
for the footer. 


To edit a header or footer 


On the View menu, click Header And Footer. 
Scroll to the header or footer that you want to change. 
Click the toolbar buttons that you want to use. 
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Type or edit the text as necessary. 
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To change page orientation 
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On the File menu, click Page Setup. 

If necessary, click the Paper Size tab. 

In the Orientation section, click the Portrait or Landscape option. 
Click OK. 


Lesson 6: Using Automated Formatting 


To set AutoFormat options 


AWN a 


On the Tools menu, click AutoCorrect. 

Click the AutoFormat As You Type tab. 

In the Apply As You Type section, click the Desired settings. 
Click OK. 


To create an automatic border 


1 
2 


Position the insertion point where you want to insert the border. 


Type three dashes (—) to create a single-line border the width of the 
margins. 


Or 


Type three equal signs (===) to create a double-line border the width 
of the margins. 


Press Enter. 


To create an automatic bulleted list 


í 


Position the insertion point in the desired location. 
Type * and press the Spacebar for a bulleted list. 


Type the list data, pressing Enter after each new list item (except the 
last list item). 


Press Enter twice after the last list item is entered. 


To create an automatic numbered list 


1 


4 


Position the insertion point in the desired location. 
Type 1. and press the Spacebar for a numbered list. 


Type the list data, pressing Enter after each new list item (except the 
last list item). 


Press Enter twice after the last list item is entered. 


To modify bulleted and numbered lists 


Click the first item in a numbered list, or select all the items in a 
bulleted list. 


On the Format menu, click Bullets And Numbering. 


Click either the Bulleted tab or the Numbered tab on the Bullets And 
Numbering dialog box. 
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æ — Click a bullet or number style. 


5 If desired, click the Customize button, make changes, and then click 
OK. 


6 Click OK. 
To copy formatting using the Format Painter 


1 = Select the text that has the formatting you want to copy. 
Or 


On the Formatting toolbar (or in the Font dialog box or the Paragraph 
dialog box, whichever is most appropriate), click the format attributes 
or styles you wish to apply. 


<t 2 = On the Standard toolbar, click the Format Painter button. 


3 Select the text to be formatted and release the mouse button. 
Format Painter 


To create an AutoText entry 


4 ‘Type the text and/or insert the picture that is to be included in the 
AutoText entry, and then select the text and/or picture. 


2 Press Alt+F3. 


3 Type a name (up to 32 characters) in the Please Name Your AutoText 
Entry box. 


4 Click OK. 


To insert an AutoText entry 


4 Position the insertion point where you want to insert the entry. 


2 On the Insert menu, hold the mouse pointer on AutoText to open the 
submenu, and then click AutoText. 


a Click the desired entry in the Enter AutoText Entries Here box. 
4 Click the Insert button. 

Or 
4 Position the insertion point where you want to insert the entry. 
2 Type the name of the AutoText entry. 
3 =~ Press F3. 


To create and print an envelope 


4 On the Tools menu, click Envelopes And Labels, and click the Enve- 
lopes tab. 


Enter or edit the Delivery Address. 

Enter or edit the Return Address. 

Insert an envelope in the printer as shown in the Feed box. 
Click the Print button. 
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To create and print a label 


4 On the Tools menu, click Envelopes And Labels, and click the 
Labels tab. 
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2 Enter or edit the label address. 


3 To select the labe! type, click the Options button, click a label type in 
the Product Number box, and then click OK. 


ā To printa full page of labels, on the Envelopes And Labels dialog box, 
click Full Page Of Same Label. 


5 To print a single label, click the Single Label option, and type or select 
the row and column where you want the label to print. 


6 inserta label page in the printer. 
7 Click the Print button. 


Lesson 7: Using Editing and Proofing Tools 


To check the spelling of an entire document 


1 On the Standard toolbar, click the Spelling And Grammar button. 
Click an option in the Suggestions box, and click the Change button. 
Or 
To ignore the word through the document, click Ignore All. 
Or 
To add the word to the dictionary, click Add. 

Be Click OK. 


Spelling And Grammar 


To customize the spell check operations 


1 On the Tools menu, click Options. 
2 Click the Spelling & Grammar tab, and make selections as desired. 
M . Click OK. 


To turn on grammar check for a document 


4 Onthe Tools menu, click Options. 
2 Click the Spelling & Grammar tab, if necessary. 


a Click the Check Grammar With Spelling check box to turn this feature 
on, and click OK. 


To check the grammar of a document 


w 4 On the Standard toolbar, click the Spelling And Grammar button. 

Fon Click the Change button to make the suggested replacement displayed 
in the Suggestions text box. 

Or 


Click the Ignore button to ignore an error; click the Ignore All button to 
ignore the error throughout the document. 


Spelling And Grammar 


To change grammar options 


4 On the Tools menu, click Options. 
2 Click the Spelling & Grammar tab, if necessary. 
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3 Click the Writing Style down arrow and select the desired rule 
guidelines. 


4 Click the Settings button for more control over the writing style. 
5 = Click OK. 


To use the thesaurus 


1 Right-click the word in question. 
Point to Synonyms on the Short-cut menu. 
3 Click the synonym you want to replace. 
Or 
1 Onthe Tools menu, click language and point to Thesarus. 


To perform a Find operation 


1 On the Edit menu, click Find. 


To increase Find criteria and narrow the search, click the More button 
to display the search options. 


3 Inthe Find What box, type the find search string. 


4 Click the Find Next button until you're finished searching, or there are 
no more occurrences. 


5 Click the Cancel button to return to the document window. 


To use Go To style 


On the Edit menu, click Go To. 

Select Page in the Go To What list. 

Type the desired page number in the Enter Page Number box. 
Click the Go To button. 
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To perform a Replace operation 


4 — On the Edit menu, click Replace. 


To increase the Find criteria and narrow the seach, click the More but- 
ton to display the search options. 


3 Type the search string in the Find What box. 


Type the replacement string in the Replace With box. 


& Click the Replace button to make the replacement; click the Replace 
All button to make all replacements throughout the document without 
confirmation. 


6 Click OK. 
To view AutoCorrect entries 


1. Onthe Tools menu, click AutoCorrect. 
2 Click the AutoCorrect tab, if necessary. 
3 Scroll through the list at the bottom of the dialog box. 
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Highlight 


Highlight 
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Print Layout View 


To add an exception to AutoCorrect 
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On the Tools menu, click AutoCorrect. 

Click the AutoCorrect tab, if necessary. 

Click the Exceptions button. 

Click the desired tab, and type the exception. 
Click the Add button. 

Click OK. 


To highlight text 


1 
2 
3 


Select the text you want highlighted. 
On the Formatting toolbar, click the Highlight down arrow. 
Click a color. 


To remove highlighted text 


1 
2 
3 


Select the highlighted text. 
On the Formatting toolbar, click the Highlight down arrow. 
Click None. 


To insert the date and/or time 


1 
2 
3 


On the insert menu, click Date And Time. 
Click the desired format. 
Click OK. 


To Insert a date as a field 
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On the Insert menu, click Field. 
Select the desired category. 
Select the desired field name. 
Click OK. 


To insert a special character 
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On the Insert menu, click Symbol. 
Click the Special Characters tab. 
Select the desired character. 

Click the Insert button. 

Click Close. 


Lesson 8: Working with Graphics 


To insert a picture into a document 


If necessary, click the Print Layout View button on the status bar. 


Click to position the insertion point where you want to insert the 
picture. 
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3 Onthe Insert menu, point to Picture, and click From File. 


4 Inthe Insert Picture dialog box, click the Look In down arrow, and 
select the appropriate drive and folder. 


§ Inthe file list, click the file that you want to insert. 
6 Click the Insert button. 


To insert a Clip Art picture into a document 


mj 4 If necessary, click the Print Layout View button on the status bar. 


Print Layout View ™® Click to position the insertion point where you want to insert the 
picture. 


On the Insert menu, point to Picture, and click Clip Art. 
If necessary, in the Insert Clip Art window, click the Picture tab. 
Click the picture category, and click the picture that you want to insert. 


av a WwW 


Click the Insert Clip button on the menu that appears. 
To size a picture using the sizing handles 


4 Select the picture. 


Drag the left or right sizing handles to change the horizontal width of 
the picture. 


Or 


Drag the top or bottom sizing handles to change the vertical height of 
the picture. 


Or 


Drag a corner handle to simultaneously change both the horizontal and 
vertical dimensions. 


To change the text wrap style 


4 On the Picture toolbar, click the Text Wrapping button. 


Click to position the insertion point where you want to change the 
text wrap. 


3 Select the desired style, and click anywhere outside the picture to 
deselect it. 


To create WordArt 


If necessary, on the View menu, point to Toolbars, and click Drawing. 
On the Drawing toolbar, click the Insert WordArt button. 

Click the desired style. 

Type the desired text, select font and size and then click Ok. 


ee 


Insert WordArt 
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To create an AutoShape 


4 Onthe Drawing toolbar, click the AutoShapes button to display the 
AutoShapes menu. 


Z On the AutoShapes menu, point to the category of shape that you 
want to create, and click the desired shape. 
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3 Inthe area where you want to insert the AutoShape, drag to draw the 
AutoShape. 


To fill a shape with color 


4 Click the shape. 
2 On the Drawing toolbar, click the Fill Color button's down arrow. 
a Click the desired fill color. 


Fill Color 


Lesson 9: Working with Columns 

To create columns of equal width 

T Select the text that is to be formatted into columns. (Skip this step if 
you want the entire document formatted into columns.) 


2 = On the Standard toolbar, click the Columns button. 


3 Click the number of columns that you want, or drag the Columns menu 
to the right to create more than four columns. 


Columns 


To create columns of unequal width using the Columns dialog box 


4 Select the text to be formatted into columns. 
On the Format menu, click Columns. 


%  Tocreate two columns of unequal width, in the Presets section, click 
Left to make the left column narrower, or click Right to make the right 
column narrower. 


Or 


To create customized columns, in the Number Of Columns box, type 
the desired number of columns, clear the Equal Column Width option, 
and then type the desired measurements in the Width boxes. 


4 Click OK. 


To adjust column widths using the Columns dialog box 


1 Click the column text to be modified. 
On the Format menu, click Columns. 


3 To convert the text to two columns of unequal width, in the Presets 
section, click Left to make the left column narrower, or click Right to 
make the right column narrower. 


Or 


To customize the column widths, clear the Equal Column Width box, 
and type the desired measurements in the Width boxes. 


4 Click OK. 
To adjust column widths using the ruler 


4 Click or select the column(s) to be modified to display the ruler. 


Position the mouse pointer on the Move Column marker. 


3 Hold down the Alt key and drag the marker to adjust the column 
widths. 


Show/Hide 1 
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When the columns are adjusted to the desired measurements, release 
the Alt key. 


To change the spacing between columns using the Columns dialog box 


Click the column text to be modified. 
On the Format menu, click Columns. 


if necessary, in the Columns dialog box, clear the Equal Column Width 
check box. 


In the Spacing boxes, type the desired measurement. 
Make adjustments to the Width boxes as desired. 
Click OK. 


To change the spacing between columns using the ruler 


1 
a 


Click or select the column(s) to be modified to display the ruler. 


On the ruler, drag the desired column marker to adjust the column 
spacing as desired. 


To insert a manual column break using a keystroke combination 


1 


Move the insertion point to the location where you want to insert 
the break. 


Press Ctrl+Shift+Enter. 


To insert a manual column break 


1 


Move the insertion point to the location where you want to insert 
the break. 


On the Insert menu, click Break. 
In the Break dialog box, click the Column Break option. 
Click OK. 


To delete a manual column break 


1 


Click the Show/Hide 4] button. 


Position the insertion point on or to the right of the column break 
marker. 


Press Delete or Backspace. 


To insert a vertical line between columns 


4 


Click anywhere in the section that contains the columns that you want 
to separate with a vertical line. 


On the Format menu, click Columns. 
Select the Line Between check box, and click OK. 
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Tables And Borders 


Lesson 10: Working with Tables 


To insert a table using the Insert Table button 


1 


Click to position the insertion point where you want to insert the table. 
On the Standard toolbar, click the Insert Table button. 


On the Insert Table menu, drag the mouse pointer over the boxes and 
click the desired number of rows and columns. 


To draw a table using the Tables And Borders button 


On the Standard toolbar, click the Tables And Borders button. 
Drag the mouse pointer diagonally to create the table boundaries. 


Drag the pointer to create vertical and horizontal lines, which create 
the columns and rows. 


Click the Tables And Borders button again to stop drawing. 


To insert a table using the Insert Table dialog box 


1 


Click to position the insertion point where you want to insert the table. 
On the Table menu, point to Insert, and click Table. 


In the Number Of Columns box, type the number of columns that you 
want in the table. 


In the Number Of Rows box, type the number of rows. 
Click OK. 


To navigate within a table 


1 


Click the desired cell. 

Type the cell information 

Press Tab to move to the next cell. 

Or 

Press a key combination to move to the desired location. 


To select cells in a table 


Press a key combination. 

Or 

Click the selection area to the left of a row. 
Or 

Click the top of a column. 

Or 

Click the bottom left corner of the cell. 


To merge cells 


Select the cells that you want to join. 
On the Table menu, click Merge Cells. 
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To insert columns or rows into a table 


1 Click in a cell next to where you want to insert the row or column. 


2 On the Table menu, point to Insert, and click Columns To The Left, 
Columns To The Right, Rows Above, or Rows Below, as desired. 


To delete columns or rows from a table 


1 Click in the column or row that you want to delete, or select multiple 
rows or columns. 


2 On the Table menu, point to Delete, and click Columns or Rows, 
depending on whether you want to delete rows or columns. 


To resize an entire table 


1 Position the insertion point over the table resize handle until a double- 
headed arrow appears. 


2 Drag the handle in any direction to resize the table as desired. 
To resize a column or row 


4 Position the insertion point over a horizontal or vertical border any- 
where in the table until a double-arrow resizing pointer appears. 


2 Drag the resizing pointer in the desired direction. 


To change borders in a table 


1 Click anywhere in the table, and on the Standard toolbar, click the 
Tables And Borders button. 


Z Use the toolbar buttons to select a border size and type, to draw bor- 
ders, or to erase borders. 
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Tables And Borders 


To add shading to a table 


1 Select the table cells to be shaded. 
2 On the Standard toolbar, click the Tables And Borders button. 
3 Click the Shading Color down arrow, and click a color. 


Lesson 11: Word and the Web 


To create a hyperlink to a Web address 


f Type a Web address. 
2 Press the Spacebar or Enter. 


To create a hyperlink for a string of text 


Type and select the text that you want to use as a hyperlink. 

On the Standard toolbar, click the Insert Hyperlink button. 

In the Type The File Or Web Page Name box, type the Web address. 
Click OK. 


Insert Hyperlink 
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To send a Word document as an attachment to an e-mail message 


1 Open the document that you want to send, and then, if necessary, 
connect to the Internet. 

2 On the File menu, point to Send To, and click Mail Recipient (As 
Attachment). 

3 Inthe e-mail message window, in the To box, type the e-mail address 
of the recipient. 

4 inthe message area, type a message. 

5 = Click Send. 


To send a Word document as the body of an e-mail message 


1 Open the document that you want to send, and then, if necessary, 
connect to the Internet. 

2 On the Standard toolbar, click the E-mail button. 
On the e-mail header in the To box, type the recipient's e-mail 
address. 

4 = Click Send. 


To preview a Web page in the Web browser 


1 


2 


Open the document that you want to preview. 
On the File menu, click Web Page Preview. 


To preview a Web page in Word 


1 
2 


Open the document that you want to preview. 


Click the Web Layout View button to the left of the horizontal scroll 
bar. 


To save a document as a Web page 


1 
2 
3 


Save the document as a Word file. 
On the File menu, click Save As Web Page. 
Click Save. 
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text wrap around pictures, 
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Clipboard toolbar, 4.12—4.14 
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selecting, in tables, 10.6 
spacing, 9.7-9.9, C.17 
vertical lines between, 9.10-9.11, 
Cay, 
width, 9:2, 9:3, 9.5, 9.6957. 
TG 
width in tables, 10.12-10.13 
commands, menu, 1.6-1.7 
components, window, 1.3-1.5 
Contemporary Fax icon, 3.2 
copying and pasting text, 4.7-4.8, 
4.13, C.6 
copying multiple attributes, 
6.11-6.14, C.11 
creating 
AutoCorrect entries and excep- 
tions, 7.14-7.17, C.13-C.14 
AutoShapes, 8.13-8.15, 
C.15-C.16 
AutoText entries, 6.14-6.15, 
C.11 
borders, automatically, 6.4-6.5, 
C.10 
borders, paragraph, 4.16-4.19, 
C7 
bulleted lists, automatically, 
6.5-6.6, C.10 
columns, 9.2-9.6, C.16 
custom tabs for templates, 3.4 
desktop shortcuts, 1.3 
documents, new blank, C.2 
envelopes, 6.16-6.18, C.11 
files from templates, 3.6 
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(creating, continued) 
folders, 2.11-2.12, C.3 
headers and footers, creating, 
5.17-5.18 
hyperlinks, 11.2-11.5 
labels, 6.18-6.20, C.11-C.12 
mailing labels, 6.18-6.20 
numbered lists, 6.6—-6.7 
= numbered lists, outline style, 
6.7-6.8 
tables, 10.1-10.5, C.18 
tab stops using the ruler, 
5.15-5.16 
tab stops using the Tabs dialog 
box, 5.12-5.13 
templates from documents, 
3.4-3.6, C.4 
templates from templates, 3.7, 
C.4-C.5 
WordArt, 8.8-8.13, C.15 
cursor. See mouse pointer 
curves, as objects, 8.1 
customizing. See also modifying 
headers and footers, 5.18-5.19 
labels, 6.19 
tabs for templates, 3.4 
cutting and pasting text, 4.7-4.9, 
4.13, C.6 


D 


date and time, inserting, 7.18-7.19, 
C.14 

decimal tab stops, 5.11 

default, 3.2, 3.10 

deleting 
borders, 4.18 
bullets, 6.6 
characters, 1.8, 2.9 
column breaks, 9.9-9.10, C.17 
columns from tables, 10.10, C.19 
files and folders, 2.11 
highlighted text, 7.17-7.18, C.14 
hyperlinks, 11.2 
rows from tables, 10.10-10.12, 

Cal? 

shading, 4.20 
templates, 3.6 
Pap stops 5.13, 940.1) 
Texte 2 dl 

deselecting text, 2.8-2.9 


desktop shortcuts, creating, 1.3 
dialog boxes, 1.7, 1.14 
diamonds, yellow, 8.13 
dictionary, 7.2-7.3, 7.5 
digital cameras, 8.1, 8.16 
displaying 
menus, 1.6, C.1 
Office Assistant, 1.12 
ruler in Normal and Print Layout 
views, 5.3 
ruler in Print Preview, 4.21 
Sereendiips, e OO 
documents. See also files 
backup copies, 2.13 
closing, Lli=12; C2 
creating from templates, 3.6 
creating new blank, C.2 
creating templates from, 3.4-3.6 
defined, 1.2, 1.14 
as e-mail attachments, 11.2, 
Ee a E E 20 
grammar checking, 7.2, 7.5-7.8, 
Taa (Oe! 
inserting sounds and video, 8.3 
inserting text in, 2.7 
inserting text in, using Click And 
Type, 1.9-1.10 
minimizing, 1.2 
navigating, 2.3-2.5, C.2-C.3 
opening, 2.2-2.3 
previewing, 4.20—4.21, C.7 
printing, 4.21-4.22, C.7 
saving, 1.10-1.11, C.1 
saving as Web pages, 11.9-11.10 
saving in different formats, 2.13, 
C.4 
saving with different names, 
2.12, C.3-C.4 
scrolling, 2.5-2.7 
sending as e-mail message 
attachments, 11.6-11.8 
spelling checking, 7.2-7.5, 7.22, 
Cr 
template, 3.1-3.4, 3.6-3.7, 3.10, 
4.14 
viewing in Web Page Preview, 
11.8-11.9 
Down arrow key, 2.3-2.4 
double-line borders, adding, 6.4 
dragging and dropping text, 4.11 
dragging toolbars, 1.4 


drag handles, 1.4 

drawings. See pictures; shapes; 
WordArt 

Drawing toolbar, 8.1, 8.5-8.6, 
8.10-8.12, 8.13-8.15 

duplicating text, 4.7-4.8 


editing text, 2.9-2.11 
elements, window, 1.3-1.5 
effects, text, 8.7. See also WordArt 
e-mail, 11.1, 11.6-11.8, 11.11, C.20 
embed, 4.9-4.10, 4.23 
embossing text, 4.4-4.5 
End key, 2.4-2.6 
end marks, 10.2, 10.18 
entries 
AutoCorrect, 7.14-7.17, 
C.13-C.14 
AutoText, 6.14-6.15, C.11 
envelopes, 6.16-6.18, C.11 
equal length, of columns, 9.3 
equal signs (=), using to create 
borders, 6.4 
erasing lines in tables, 10.4 
exceptions, 7.16-7.17, 7.21, C.14 
exercises, end of lesson. See Putting 
It All Together 
exiting Word, 1.11-1.12, C.2 
expanding menus, 1.6-1.7, C.1 
extensions, file, 2.13, 3.5 


F 


features, new. See new in Word 
2000 
fields, 7.18-7.19, 7.21, C.14 
file format, 2.13, 2.14 
files. See also documents 
backup copies, 2.13 
closing, 1.11-1.12 
creating from templates, 3.6 
defined, 1.10, 1.14 
extensions 2-134 5.) 
hyperlinks, inserting to, 11.5 
naming, 1.10 
opening, 2.2-2.3, C.2 
pictures, inserting from, 8.1-8.3, 
C.14-C.15 
saving, 1.10-1.11, C.1 
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(files, continued) 


saving in different formats, 2.13, 


C.4 
saving with different names, 
2.12, C.3-C.4 


templates, creating from, 3.4-3.6 


finding specific text, 7.10-7.12, 
C.13 
first line indents, 5.3-5.4, 5.7, 5.9, 
§.22 
flipping, 8.13 
flowchart symbols, 8.1, 8.13 
folders 
creating, 2.11—2.12, C.3 
defined, 1.10, 1.14 
storing pictures in Web pages, 
TFNO 
Templates, 3.4 
fonts 
changing, 4.2-4.4 
variable—width, 7.13 
footers, 5.1, 5.17-5.19, 5.22, 
7.18-7.19, C.9 
Format Painter, 6.1, 6.11-6.14, 
6.21, C.11 
formatting 
AutoFormat, 6.3-6.4, 10.12, 
C.10 
columns, 9.2-9.4 
marks 3-5, 9.6, 5.6 
multiple attributes, 6.11-6.14 
paragraphs, 5.6-5.9, C.8 
text, 4.2-4.5, C.5-C.6 
WordArt, 8.9 
Formatting toolbar, 1.4, 1.14, 
4.2-4.4, 5.18-5.19 
fractions, 7.14 
free rotate, 8.9 


G 


global template, 3.2 

glossary terms 
Lesson 1, 1.16 
Lesson 2, 2.14-2.15 
Lesson 3, 3.10 
Lesson 4, 4.23-4.24 
Lesson 5, 5.22-5.23 
Lesson 6, 6.21 
Lesson 7, 7.21-7.22 
Lesson 8, 8.16 


(glossary terms, continued) 
Lesson 9, 9.12 
Lesson 10, 10.18 
Lesson 11, 11.11-11.12 
Go To command, 7.11-7.12, C.13 
grammar checking, 7.2, 7.5-7.8, 
Heoi OIl 
graphics. See pictures; shapes; 
WordArt 
green wavy lines, 1.8, 2.1, 7.2, 7.5, 
77 
grouping shapes, 8.1, 8.13 


H 


handles, drag, 1.4 
hanging indents 
creating, 5.8-5.10 
defined, 5.7, 5.22 
dragging markers, 5.4 
and numbered lists, 6.6 
and the horizontal ruler, 5.3 
hard page breaks, 5.1, 5.6, 5.22, 
C.8 
Header And Footer toolbar, 
5.18-5.19, 7.18-7.19 
headers, 5.1, 5.17-5.19, 5.22, C.9 
height, row, 10.12-10.13 
help. See Office Assistant; 
ScreenTips 
hiding the Office Assistant, 1.13, 
C2 
highlighting text, 7.17-7.18, C.14 
Home key, 2.4-2.5, 2.7 
horizontal 
ruler, 5.3, 5.22 
scroll bar, 1.4, 2.5-2.6 
HTML (Hypertext Markup 
Language), 11.1, 11.6, 
11.8-11.10, 11.11 
hyperlinks. See also links 
defined, 11.1, 11.11 
inserting, to files, 11.5 
inserting, to Web pages, 
11.2-11.4, C.19 
removing, 11.2 
testing, 11.2 
turning off automatic insertion, 
TES 
Hypertext Markup Language. See 
HTML 


hyphens (-), using to create borders, 
6.4-6.5 


I-beam pointer, 2.3 
icons, 1.3, 1.14 
Contemporary Fax, 3.2 
floppy disk, 1.3 
folder, 1.10 
light bulb, 1.12 
shortcut, 1.3 
images. See pictures; shapes; 
WordArt 
indents, 5.1, 5.3, 5.7-5.10, 5.22, 
C.8 
inserting 
AutoShapes, 8.14-8.15, 
C.15-C.16 
AutoText entries, 6.15-6.16, 
Cam 
blank lines, 1.7 
bullets from Clip Gallery, 6.11 
column breaks, 9.9-9.10, C.17 
columns into tables, 10.10, C.19 
date and time, 7.18-7.19, C.14 
hyperlinks to files, 11.5 
hyperlinks to Web pages, 
11.2-11.4, C.19 
page breaks, 5.5-5.6, C.8 
page numbers, 5.16-5.17, C.9 
pictures from Clip Gallery, 
8.3-8.5, C.15 
pictures from files, 8.1-8.3, 
C.14-C.15 
rows into tables, 10.10-10.12, 
C19 
shading to paragraphs, 
4.19-4.20, C.7 
shading to tables, 10.13-10.14, 
CS) 
sounds into documents, 8.3 
special characters, 7.20, C.14 
symbols, 7.20 
tables, 10.1-10.5, C.18 
text, 1.7-1.8, 2.7, C.1, C.3 
text, using Click And Type, 
ro tose a 
vertical lines between columns, 
9 102911 C7 
video into documents, 8.3 
WordArt, 8.9-8.10, C.15 
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insertion point 
defined, 1.4, 1.14 
moving, 2.3-2.5 
and scrolling, 2.6 
Insert mode, 2.7, 2.14 
Internet, the, 11.1, 11.11 
italics, applying to text, 4.2-4.3, 


J 


Justify, 4.5-4.7, 4.23 


K 


kerning, 6.11, 6.21 
key combinations 

defined, 2.4, 2.14 

for bold, italic, and underline 4.3 

for changing word case, 7.16 

for displaying the Find And 
Replace dialog box, 7.10 

for displaying the Go To dialog 
box, 7.11 

for displaying thesaurus, 7.8 

for manual column breaks, 9.9 

for moving the insertion point, 
2.4 

for navigating through docu- 
ments, 2.4, 10.6 

for navigating through tables, 
10.6 

for returning to a previous 
editing location, 2.4 

for selecting an entire document, 
29 

for selecting successive cells in 
tables, 10.6 

for selecting tables, 10.6 

for selecting text, 2.8 

for starting spelling and grammar 
checker, 7.4 


L 


labels, mailing, 6.16, 6.18-6.20, 
C.11-C.12 

landscape orientation, 5.20-5.21, 
5 22 

leader tab, 5.12, 5.22 

Left arrow key, 2.3-2.4 


length, column, 9.2-9.3 
Lesson Glossary 
Lesson 1, 1.14-1.16 
Lesson 2, 2.14-2.15 
Lesson 3, 3.10 
Lesson 4, 4.23-4.24 
Lesson 5, 5.22-5.23 
Lesson 6, 6.21 
Lesson 7, 7.21-7.22 
Lesson 8, 8.16 
Lesson 9, 9.12 
Lesson 10, 10.18 
Lesson 11, 11.11-11.12 
letter height, 8.9 
light bulb icon, 1.12 
lines 
inserting between columns, 
9.10-9.11, C.17 
inserting blank, 1.7 
as objects, 8.1 
line weight, 4.17 
links, 1.13, 4.9-4.10, 4.23. See also 
hyperlinks 
lists 
bulleted, 6.2, 6.5-6.6, 6.21, C.10 
converting from automatic to 
plain, 6.7 
modifying automatic, 6.8-6.11, 
C.10-C.11 
numbered, 6.2, 6.6-6.7, 6.21, 
E10 
numbered, outline style, 6.7-6.8 
stopping automatic, 6.5, 6.7 


M 


mailing labels, 6.16, 6.18-6.20, 
C.11-C.12 
manual column breaks, 9.9-9.10, 
C17 
margins 
pace, 14 1.7, O 22 
setting, using the Page Setup 
dialog box, 5.2-5.3, C.8 
setting, using the ruler, 5.3-5.5, 
C.8 
and text alignment, 4.5—4.7 
Maximize/Restore button, 1.4, 1.14 
Memo Wizard, 3.7-3.9 
menu bar, 1.3, 1.14 


menus 
cascading, 1.6 
defined, 1.3, 1.14 
personalized, 1.6-1.7, C.1 
using, 1.6 
merge cells, 10.9, 10.18 
merging table cells, 10.8-10.10, 
C.18 
messages, e-mail, 11.6-11.8, C.20 
Microsoft Office User Specialist 
topics. See MOUS topics 
minimize, 1.2, 1.14 
Minimize button, 1.4, 1.14 
minus sign (-), 7.12 
modifying. See also customizing 
bulleted lists, 6.8, 6.10-6.11, 
C.10-C.11 
numbered lists, 6.8-6.9, 
C.10-C.11 
table borders, 10.14-10.17, C.19 
mouse pointer 
and Click And Type, 1.9-1.10 
defined, 1.4, 1.15 
as four-headed arrow, 1.4 
as I-beam, 2.3 
as right-pointing arrow, 1.4, 2.3, 
2.8 
using to move the insertion point, 
2.3-2.5 
MOUS topics 
attributes, applying multiple, 
6.11-6.14 
AutoCorrect entries and excep- 
tions, creating, 7.14-7.17 
borders, creating paragraph, 
4.16-4.19 
bulleted lists, creating automatic, 
6.5-6.6 
Click And Type, 1.9-1.10 
columns, creating, 9.2-9.6 
columns and rows, inserting and 
deleting, 10.10-10.12 
column spacing, adjusting, 
9.7-9.9 
column width, specifying, 
9.6-9.7 
date and time, inserting, 
7.18-7.19 
documents, navigating through, 
2.3-2.5 
documents, previewing, 4.20—4.21 
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documents, printing, 4.21-4.22 

documents, saving, 1.10-1.11 

documents, saving as Web pages, 
11.9-11.10 

documents, sending as e-mail 
message attachments, 
11.6-11.8 

documents, viewing in Web Page 
Preview, 11.8-11.9 

envelopes, creating and printing, 
6.16-6.18 

files, opening, 2.2-2.3 

files, saving in different formats, 
213 

files, saving with different names, 
22. 

folders, creating, 2.11-2.12 

Format Painter, using, 6.11-6.14 

Go To tab, using, 7.11-7.12 

grammar, checking, 7.6-7.8 

headers and footers, creating, 
5.17-5.18 

headers and footers, customizing, 
5.18-5.19 

hyperlinks, inserting to Web 
pages, 11.2-11.4 

mailing labels, creating and 
printing, 6.18-6.20 

numbered lists, creating 
automatic, 6.6-6.7 

numbered lists, outline style, 
6.7-6.8 

Office Assistant, 1.12-1.13 

page breaks, inserting, 5.5-5.6 

page margins, changing using the 
Page Setup dialog box, 5.2-5.3 

page margins, changing using the 
ruler, 5.3-5.5 

page numbers, inserting, 


(MOUS topics, continued) 


shading, adding, 4.19-4.20 

shapes, drawing, 8.13-8.15 

special characters, inserting, 7.20 

spelling, checking, 7.4-7.5 

styles, applying, 4.14-4.16 

table borders, modifying, 
10.14-10.17 

table cells, merging, 10.8-10.10 

tables, adding shading to, 
10.13-10.14 

tables, inserting, 10.2-10.5 

tables, resizing, 10.12-10.13 

tables, rotating text in, 10.17 

tab settings, changing, 5.10-5.12 

tab stops, setting and clearing, 
5.12-5.14 

templates, using, 3.2-3.4 

text, aligning, 4.5-4.7 

text, aligning vertically, 5.5 

text, collecting and pasting, 
4.12-4.14 

text, cutting and pasting, 4.7—4.9 

text, deleting and restoring, 
DENA 

text, dragging and dropping, 4.11 

text, finding specific, 7.10-7.11 

text, formatting using the Font 
dialog box, 4.4-4.5 

text, formatting using the For- 
matting toolbar, 4.2-4.4 

text, highlighting, 7.17-7.18 

text, indenting using the ruler, 
5.9-5.10 

text, inserting, 2.7 

text, replacing specific, 7.12-7.14 

text, rotating in tables, 10.17 

thesaurus, using, 7.8-7.9 

wizards, using, 3.7-3.9 

WordArt, creating, 8.8-8.13 


multiple attributes, applying, 
6.11-6.14, C.11 


naming files, 1.10, 2.12, C.3-C.4 
navigating 
through documents, 2.3-2.5, 
C2-C3 
through tables, 10.5—10.8, C.18 
navigation buttons, 1.4, 1.15 
nested tables, 10.2 
networks, 2.11, 2.14 
new in Word 2000 
AutoCorrect’s dictionary 1s 
improved, 6.3 
Click And Type, 1.9-1.10 
collect and paste, 4.12-4.14 
deleting files and folders from the 
Open and Save As dialog 
boxes, 2.11 
Format Picture dialog box offers 
more options, 8.8 
location of Standard and Format- 
ting toolbars, 1.4 
nested tables, 10.2 
personalized menus, 1.6 
Places Bar, 1.11 
rows, adjusting height within a 
table, 10.13 
sending documents via e-mail, 
without attaching them, 11.7 
spelling checking feature is 
improved, 7.3 
synonyms now included on all 
shortcut menus, 7.9 
Tab Align button, 5.16 
table move handle, 10.7 
table resize handle, 10.12 
Web Layout view, 11.8 


5.16-5.17 Move Column marker, 9.6-9.8 Normal 
page orientation, switching, move pointer, 1.4 template, 3.2, 3.10, 4.14, C.4 
5.20-5.21 moving view, 5.9, D22 


paragraphs, formatting, 5.6-5.9 

Paste Special, using, 4.9—4.10 

pictures, inserting from Clip 
Gallery, 8.3-8.5 

pictures, inserting from files, 
8.1-8.3 


around in documents, 2.3-2.5, 
C.2-C.3 

around in tables, 10.5-10.8 

around in windows (see naviga- 
tion buttons; scroll bars) 

toolbars, 1.4 


notes, student. See student notes 
numbered lists 
creating, 6.6-6.7, C.10 
defined, 6.2, 6.21 
modifying, 6.8-6.9, C.10—C.11 
numbered lists, outline-style, 
6.7-6.8 
numbers, page, 5.16-5.17, C.9 


Index C.27 


O 


objects 
changing internal shape of, 8.13 
defined for embedding and 
linking, 4.10, 4.23 
defined for graphical uses, 8.1, 
8.16 
selecting multiple, 8.8 
as WordArt, 8.8-8.13 
object linking and embedding 
(OLE), 4.9, 4.23 
Office Assistant, 1.3, 1.12-1.13, 
Lis 
Office Clipboard, 4.12-4.14, 4.24, 
C.6-C.7 
opening 
files, 2.2-2.3, C.2 
headers and footers, 5.19, C.9 
word 2-13, L12, C1 
orientation 
page, 5.20-5.21, C.10 
text in tables, 10.17 
outlines 
creating automatically, 6.7-6.8 
Outlook, 11.6 
Outlook Express, 11.6 
Overtype mode, 1.5, 2.7, 2.9-2.10, 
2.14 


P 


page 
breaks, Solly S= 5.22, C 
numbers, inserting, 5.16-5.17, 
C9 
orientation, 5.20-5.21, C.8 
Page Down key, 2.4 
page margins 
denned 1:4, EAS 522 
setting, using the Page Setup 
dialog box, 5.2-5.3, C.8 
setting, using the ruler, 5.3-5.5, 
C.8 
Page Up key, 2.4 
Paint, 8.1 
painting formatting. See Format 
Painter 
Paint Shop Pro, 8.1 
paper clip, animated. See Office 
Assistant 


paragraphs. See also text 
borders, creating, 4.16-4.19, C.7 
defined, 5.6, 5.22 
and Format Painter, 6.11, 
6.12-6.13 
formatting, 5.6-5.9, C.8 
indemenes 5.1, 5.3, 5.7-5.10, 
Sa G8 
marks, 5.6,.5.22 
marks, anchoring pictures to, 8.8 
new, 1.7 
shading, adding to, 4.19-4.20, 
C7 
spacing, 5.1, 5.7-5.8, 5.23 
styles, applying to, 4.15-4.16 
Paste Special command, using, 
4.9-4.10, C.6 
pasting text, 4.7—4.10, C.6 
personalized menus, 1.6-1.7 
PhotoDraw, 8.1 
photographs. See pictures 
placeholder text, 3.2-3.3, 3.10 
Places Bar, 1.11, 2.2 
plus sign (+), 7.12 
pictures 
anchoring, 8.8 
applications for creating and 
editing, 8.1 
and AutoText, 6.1 
defined, 8.1, 8.16 
inserting from Clip Gallery, 
8.3-8.5, C.15 
inserting from files, 8.1-8.3, 
C.14-C.15 
repositioning, 8.8 
resizing, 8.5=8.7 96.15 
selecting multiple, 8.8 
in Web pages, storing, 11.10 
wrapping text around, 8.5-8.7 
Picture toolbar, 8.5-8.7 
pointer. See mouse pointer 
points, 4.3 
portrait orientation, 5.20-5.21, 
5.23 
preformatted text, 3.2, 3.10 
previewing documents, 4.20-4.21, 
C7 
printing 
AutoText entries, 6.16 
documents, 4.21-4.22, C.7 
envelopes, 6.16-6.18, C.11 


(printing, continued) 
mailing labels, 6.18-6.20, 
C.11-C.12 
selected text, 4.22, C.7 
shading, 10.14 
Print Layout view 
and Click And Type, 1.9 
defined, 5.3, 5.23 
and pictures, 8.2 
and rulers, 5.3-5.4 
Print Preview, 4.20-4.21, 5.3, 5.23 
Putting It All Together exercises 
Lesson 1, 1.16 
Lesson 2, 2.15-2.16 
Lesson 3, 3.11 
Lesson 4, 4.24 
Lesson 5, 5.24 
Lesson 6, 6.22 
Lesson 7, 7.23 
Lesson 8, 8.17 
Lesson 9,93 
Lesson 10, 10.19 
Lesson 11, 11.12 


Q 


question marks (?), 7.10 
Quick Quizzes 

Lesson 1, 1.16 

Lesson 2, 2.15 

Lesson 3, 3.10 

Lesson 4, 4.24 

Lesson oc 

Lesson 6, 6.21 

Lesson 7, 7.22 

Lesson 8, 8.17 

Lesson 9, 9.12 

Lesson 10, 10.18 

Lesson 11, 11.12 
Quick References, C.1-C.20 
quitting Word, 1.11-1.12, C.2 


R 


readability statistics, 7.8 

redo, 2.10-2.11, 2.15, C.3 

red wavy lines, 1.8, 2.1, 2.10, 7.2, 7.4 
removing. See deleting 

Repeat command, 4.15 
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replacing specific text, 7.12-7.14, 
C.13. See also AutoCorrect, 
entries and exceptions; 
AutoText 
repositioning pictures, 8.8 
resetting margins using the Page 
Setup dialog box, 5.2-5.3 
resetting margins using the ruler, 
5.3-5.5 
resizing 
AutoShapes, 8.13 
columns, 10.12, C.19 
pictures, 8.5-8.7, C.15 
rows, 10.12-10.13, C.19 
tables, 10.12-10.13, C.19 
restoring text, 2.10-2.11, C.3 
return addresses, 6.16-6.17 
Rich Text Format (.rtf), 2.13 
Right arrow key, 2.3-2.4 
right-clicking. See shortcut menus 
rotating 
AutoShapes, 8.13, 8.15 
pictures, 8.15 
text in tables, 10.17 
WordArt, 8.9 
rows 
defined, 10.1, 10.18 
height of, 10.12-10.13 
inserting and deleting, 
10.10-10.12, C.19 
selecting, 10.6 
ruler, 1.4, 1.15 
and column spacing, 9.7-9.8, 
CA7 
and column width, 9.6-9.7, 
C.16-C.17 
denned 74, 1.15, 5.3, 5.23 
displaying in Normal and Print 
Layout views, 5.3 
displaying in Print Preview, 4.21 
using to indent text, 5.9-5.10, 
C.8 
using to set and clear tab stops, 
Sal5—5.16, C.9 
using to set margins, 5.3-5.5, C.8 


S 


saving 
documents, 1.10-1.11, C.1 
documents as Web pages, 
11.9-11.10 


(saving, continued) 
files in different formats, 2.13, 
C4 
files with different names, 2.12, 
C.3-C.4 
scale. See ruler 
ScreenTips, 1.4-1.5, 1.15, 11.3, C.1 
scroll 
arrows, 2.5-2.6 
bars, 1.4, 1.15, 2.5-2.7 
box, 2.5-2.6 
defined, 2.5, 2.15 
scrolling documents, 2.5-2.7, C.3 
searching for specific text, 
7.10-7.12, C.13 


search string, 7.10, 7.22 
section breaks, 9.3, 9.12 
selecting 


cells in tables, 10.5-10.8, C.18 
multiple objects or pictures, 8.8 
text, 1.4, 2.8-2.9, C.3 
selection area, 1.4, 1.15, 2.3, 
2.8-2.9 
setting margins 
using the Page Setup dialog box, 
§.2-5.3, C.8 
using the ruler, 5.3-5.5, C.8 
setting tab stops, 5.12-5.13 
shading 
defined, 4.19, 4.24 
paragraphs, 4.19-4.20, C.7 
printing, 10.14 
tables, 10.13-10.14, C.19 
shadowed text, 4.4-4.5 
shapes 
defined, 8.13, 8.16 
drawing, 8.13-8.15 
filling with color, 8.13-8.15, 
CG 
flipping, 8.13 
ready-made (see AutoShapes) 
rotating, 8.15 
and WordArt, 8.9, 8.12 
shortcut menus 
for copying, cutting, and pasting, 
4.7 
for looking up synonyms, 7.9 
for spelling and grammar 
checking, 7.2-7.5, 7.7 
shortcuts, desktop, 1.3 


shortcuts, keyboard. See key 
combinations 
shorthand entries, 7.15. See also 
Auto Text 
Show/Hide { button, 3.5 
showing the Office Assistant, 1.12 
single-line borders, 6.4-6.5 
sizes, label, 6.19 
sizing 
handles, 8.5, 8.16 
pictures, 8.5-8.7, C.15 
small caps, 4.4-4.5 
soft page break, 5.6, 5.23 
sounds, inserting into documents, 
8.3 
Sounds Like, 7.10, 7.22 
source file, 4.10, 4.24 
spacing 
column, 9.7-9.9, C.17 
defined, 5.1, 5.23 
paragraph, 5.7-5.8 
tape sell 
WordArt, 8.9 
sparkle text effects, 8.7 
special characters, 7.20, 7.22, C.14 
spelling checking, 7.2-7.5, 7.22, 
c12 
splitting table cells, 10.9 
stacked fractions, 7.14 
Standard toolbar, 1.3-1.4, 1.15 
stars, 8.1, 8.13-8.14 
starting Word, 1.2-1.3, 1.12, C.1 
statistics, readability, 7.8 
status bar, 1.4, 1.15 
stopping automatic lists, 6.5, 6.7 
strikethrough, 4.4-4.5 
strings, text, 11.2-11.4, C.19 
student notes 
addresses, inserting, 6.17 
AutoCorrect dialog box, 6.3 
AutoCorrect dialog box, opening, 
TAS 
AutoFormat, 10.12 
AutoShapes and text wrapping, 
8.13 
AutoText entries, case-sensitivity 
of, 6.15 
AutoText entries, printing, 6.16 
AutoText toolbar, displaying, 
6.15 
bookmark, defined, 11.5 


Index C.29 
ge a eS ll 


(student notes, continued) (student notes, continued) (student notes, continued) 


borders, creating and formatting, 
4.17 

bullets, as characters, 6.10 

bullets, inserting from Clip 
Gallery, 6.11 

bullets, removing, 6.6 

buttons, 1.3 

- buttons, toggling, 4.2 

cascading menus, 1.6 

cells, merging, 10.9, 10.10 

cells, splitting, 10.9 

centering text, 6.4 

Click And Type, 1.9, 1.10 

Clipboard, defined, 4.9 

Clip Gallery, keeping open, 8.5 

columns, creating, 9.2 

columns, customized, 9.3 

columns, inserting into tables, 
10.11 

columns, vertical lines between, 
zL 

columns in tables, 10.4 

Columns menu, 9.4 

Create AutoText dialog box, 
displaying, 6.14 

date and time, inserting, 7.19 

default, defined, 3.2 

default printer, defined, 4.21 

default tab stops, clearing, 5.13 

deleting contents of table cells, 
10.10 

desktop shortcuts, 1.3 

dialog boxes, 1.7 l 

dragging and dropping text, 4.11 

drag handles, 1.4 

Drawing toolbar, displaying, 9.10 

editing locations, returning to 
previous, 2.4 

E-mail button, 11.6 

file extension for document 
templates, 3.5 

Find And Replace, 7.12, 7.13 

folder contents, displaying, 2.2 

folders, creating, 2.11, 2.12 

Font list, 4.3 

Font Size list, 4.4 

footers, different on first page, 
es 

footers, opening, 5.19 

footers, viewing, 5.17 


Format Painter, using, 6.11 

formatting marks, 3.5, 3.6, 5.6 

grammar checking, turning on, 
7.6 

grammar checking options, 7.8 

headers, different on first page, 
oye By) 

headers, opening, 5.19 

headers, viewing, 5.17 

Highlight button, 7.17, 7.18 

horizontal ruler, 5.12 

http://, 11.4 

hyperlinks, creating to files not 
yet created, 11.5 

hyperlinks, removing, 11.2 

hyperlinks, testing, 11.2 

hyperlinks, to e-mail addresses, 
11.6 

hyperlinks, turning off automatic 
insertion, 11.3 

icons, 1.3 

Insert ClipArt window, opening, 
8.4 

Insert Hyperlink dialog box, 11.4 

kerning, defined, 6.12 

key combinations for bold, italic, 
and underline 4.3 

key combination for changing 
word case, 7.16 

key combination for displaying 
the Find And Replace dialog 
box, 7.10 

key combination for displaying 
the Go To dialog box, 7.11 

key combination for displaying 
the thesaurus, 7.8 

key combination for manual 
column breaks, 9.9 

key combination for navigating 
in documents, 10.6 

key combination for starting 
spelling and grammar checker, 
7.4 

label sizes, 6.19 

lists, changing to bulleted, 6.5 

lists, converting from automatic 
to plain, 6.7 

lists, numbering, 6.6 

lists, stopping automatic, 6.5, 6.7 

Memo Wizard, 3.8 


menus, personalized, 1.7 

menus, viewing expanded, 1.7 

More Buttons button, 1.4 

Move Column marker, 9.7 

objects, defined, 4.10 

objects, selecting multiple, 8.8 

Office Assistant, changing, 1.12 

Office Assistant, turning off, 1.13 

Office Clipboard, 4.12 

opening files quickly, 2.3 

Overtype mode, 1.5, 2.7 

page margins, 5.4 

page numbers, changing position 
of, 5.17 

page numbers, viewing, 5.15 

Paragraph dialog box, displaying, 
6.13 

paragraphs, formatting, 5.7; 5.8 

pictures, anchored, 8.8 

pictures, inserting, 8.3 

pictures, selecting multiple, 8.8 

pictures, sizing, 8.5, 8.7 

pictures and AutoText, 6.1 

Places Bar, 1.11 

Places Bar, using to open recently 
used documents, 2.2 

points, defined, 4.3 

printing, 4.22 

printing shading, 10.14 

Print Layout View button, 8.2 

Redo command, 2.10 

red wavy lines, 2.10 

Repeat command, 4.15 

Rich Text Format, defined, 2.13 

rows, inserting into tables, 10.11 

ruler, displaying, 5.3 

ruler, displaying in Print Preview, 
4.21 

saving documents, 1.11 

saving files as documents or 
templates, 3.2 

scroll bars, 2.6 

scrolling and the insertion point, 
2.6 

searching for partial words, 7.11 

search string, defined, 7.10 

Select Browse Object button, 
using, 2.6 

selecting entire document, 2.9 
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selecting multiple rows and 
columns, 10.11 

selecting text, 2.8 

shading, removing, 4.20 

Shading Color button, 4.20 

shortcut menus, using to cut and 
paste, 4.7 

soft page breaks, 5.6 

sounds, previewing, 8.3 

source file, defined, 4.10 

spelling corrections, undoing, 7.5 

styles, defined, 4.14 

styles and centering text, 6.4 

subjects, e-mail, 11.7 

symbols, inserting, 7.20 

Tab Align button, 5.16 

table borders, 10.15 

tables, converting text into, 10.7 

tables, creating, 10.3 

tables, creating even columns in, 
10.4 

tables, erasing lines in, 10.4 

tables, using the ruler to draw, 
103 

Tables And Borders toolbar, dis- 
playing, 4.19 

tape backup system, defined, 
2m5 

taskbar, defined, 1.2 

templates, deleting, 3.6 

templates, types of, 3.2 

text, aligning in tables, 10.12 

text, centering and styles, 6.4 

text, selecting large blocks of, 9.4 

text, wrapping, 8.6 

text effects, 8.7 

title case, 7.16 

titles, Web page, 11.10 

toolbars, defined, 1.1 

toolbars, moving, 1.4, 10.3 

Undo button, 1.10 

Undo command, 2.10, 7.14 

vertical lines between columns, 
SAA 

views, changing, 5.4 

wavy lines under text, 1.8 

writing styles, 7.8 

zoom, 9.6 


styles 


applying to text, 4.14-4.16, C.7 


defined, 4.1, 4.24 
WordArt, 8.8-8.13 
writing, 7.9, 7.22 
subfolders, 2.11 
submenus, 1.6 
subscript, 4.4-4.5 
superscript, 4.4-4.5, 7.14 
switching page orientation, 
5.20-5.21 
symbols 
flowchart, 8.13 
inserting, 7.20 
synonyms, 7.8-7.9 


T 


tab 


creating custom, for templates, 3.4 


defined, 5.1, 5.23 
settings, changing, 5.10-5.12 
Stops, o la JS l IA 
C.8-C.9 
types, 5.11 
Tab Align button, 5.15-5.16 
tables 


borders, modifying, 10.14-10.17, 


C.19 


cells, merging, 10.8-10.10, C.18 


cells, selecting, 10.5-10.8, C.18 
columns and rows in, 
1010-1012, C19 
converting text into, 10.7 
creating, 10.1-10.5, C.18 
defined, 10.1, 10.18 
erasing lines in 10.4 
move handle, 10.7 
navigating, 10.5-10.8, C.18 
resizing, 10.12-10.13, C.19 
rotating text in, 10.17 
shading, 10.13-10.14, C.19 
Tables And Borders toolbar, 
4.17-4.20, 10.2-10.4, 
10.15-10.16 
tape backup system, 2.13 
taskbar, 1.2, 1.15 
templates 
creating files from, 3.6 
creating from documents, 
3.4-3.6, C.4 
creating from templates, 3.7, 
C.4-C.5 


defined, 3.1, 3.10, 4.14 
using, 3.2-3.4, C.4 


Templates folder, 3.4 
testing hyperlinks, 11.2 
text. See also paragraphs 


aligning, 4.5-4.7, C.6 

aligning vertically, 5.5 

aligning WordArt, 8.9 

balloons, 8.13 

bold, applying to, 4.2-4.3, C.5 

character effects, applying to, 
4.4-4.5 

converting into tables, 10.7 

copying and pasting, 4.7-4.8, 
reer: 

cutting and pasting, 4.7-4.9, 
48 Ge 

deleting, 2.9-2.11 

dragging and dropping, 4.11 

effects, 8.7 (See also text, 
WordArt) 

finding specific, 7.10-7.12, C.13 

formatting, using the Font dialog 
box, 4.4-4.5 

formatting, using the Formatting 
toolbar, 4.2-4.4, C.6 

highlighting, 7.17-7.18, C.14 

indenting using the ruler, 
5.9-5.10 

inserting, 1./—1,8) 2:7, Cal, Go 

inserting, using Click And Type, 
19-110; Gu 

inserting date and time as, 
7.18-7.19 

inserting into tables, 10.7-10.8 

italics, applying to, 4.2-4.3, C.5 

pasting, using Paste command, 
4.7-4.9, C.6 

pasting, using Paste Special 
command, 4.9-4.10, C.6 

placeholder, 3.2-3.3, 3.10 

preformatted, 3.2, 3.10 

printing selected, 4.22, C.7 

replacing specific, 7.12-7.14, 
C13 

restoring, 2.10-2.11 

rotating in tables, 10.17 

scrolling, 2.5-2.7, C.3 

selecting, 1.4, 2.8-2.9, 9.4, C.3 
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(text, continued) 
strings and hyperlinks, 
11.2-11.4, C.19 
styles, applying, 4.14-4.16, C.7 
underlined, 1.13, 4.2-4.3, 11.2, 
CS 
vertical, 8.9 
wavy lines underneath, 1.8, 2.1, 
DO V VEES 
WordArt, 8.1, 8.8-8.13, 8.16 
wrapping, 1.7-1.8 
wrapping around AutoShapes, 
8.13 
wrapping around pictures, 
8.5-8.7, C.15 
wrapping around WordArt, 8.9, 
8.11 
thesaurus, 7.8-7.9, C.13 
time and date, inserting, 7.18-7.19, 
C.14 
title 
bar Is iS 
case, 7.16 
of a Web page, 11.10 
toggle 
buttons on toolbars, 4.2 
defined, 1.4, 1.15 
Maximize/Restore button, 1.4 
Overtype/Insert modes, 2.7 
toolbars 
AutoText, 6.15 
Clipboard, 4.12-4.14 
defined, 1.1, 1.15 
Drawing, 8.1, 8.5-8.6, 
8.10-8.12, 8.13-8.15 
Formatting, 1.4, 1.14, 4.2-4.4, 
5.18-5.19 
Header And Footer, 5.18-5.19, 
7.18-7.19 
moving, 1.4, 10.3 
Picture, 8.5-8.7 
Standard, 1.3-1.4, 1.15 
Tables And Borders, 4.17-4.20, 
10.2-10.4, 10.15-10.16 
WordArt, 8.8-8.9, 8.12 
typing text, 1.7-1.10, 2.7, 
10.7-10.8, C.1 


U 


underlined text, 1.13, 4.2-4.3, 11.2, 
G5 
undo, 1.10, 2.10-2.11, 2.15, C.3 
undoing spelling corrections, 7.5 
unequal width and length of 
columns, 9.2, 9.3, 9.5, 9.6— 
9:7, CAG 
ungroup, 8.3, 8.16 
Up arrow key, 2.3-2.4 
user name, 3.4 
using 
asterisks to create bulleted lists, 
6.5-6.6 
AutoText, 6.14-6.16 
Click And Type, 1.9-1.10 
equal signs to create borders, 6.4 
Format Painter, 6.11-6.14 
formatting toolbar to format 
text, 4.2-4.4 
Go To command, 7.11-7.12, 
Cals 
hyphens to create borders, 
6.4-6.5 
menus, 1.6-1.7 
Office Assistant, 1.12-1.13, C.2 
templates, 3.2-3.4, C.4 
thesaurus, 7.8-7.9, C.13 
wizards, 3.7-3.9, C.S 


V 


variable-width font, 7.13, 7.22 
vertical 
alignment, 5.5, 5.23 
lines between columns, 
9.10-9.11, C.17 
ruler, 5.4, 5.23 
scroll bar, 1.4, 2.5-2.7 
text, 8.9 
video, inserting into documents, 8.3 
viewing 
AutoCorrect entries, 7.14-7.17, 
C.13 
documents in Web Page Preview, 
eii CO 
headers and footers, 5.17 
menus, expanded, 1.6-1.7, C.1 
page numbers, 5.16 


views. See names of individual 
views 


W 


wavy lines, 1.8, 2.1, 2.10, 7.2, 
7.4-7.5, 7.7 
Web, the, 11.1, 11.11 
Web address, 11.2-11.4, 11.11, 
C.19 
Web browser, 11.1, 11.11 
Web Layout view 
and Click And Type, 1.9 
and pictures, 8.2 
viewing documents in, 11.8-11.9, 
C20 
Web pages 
defined, 11.11, 11.12 
hyperlinks, inserting to, 
11.2-11.4, C19 
Web pages, continued 
saving documents as, 11.9-11.10, 
C20 
titles of, 11.10 
width 
of characters, 7.13 
column, 9.2, 9.3, 9.35 7:6—9.7. 
C.16 
column, in tables, 10.12-10.13 
line, 4.17 
wildcard symbols (* and ?), 7.10, 
fee. 
windows 
components in, 1.3-1.5 
defined, 1.2, 1.16 
Print Preview, 4.20-4.21 
Windows Clipboard, 4.9, 4.23 
Windows Explorer, using to create 
folders, 2.12 
Windows Metafile (WME), 8.3 
wizards 
defined, 3.1, 3.10 
Memo, 3.7-3.9 
using, 3.7—3.7, C.5S 
WMF, 8.3 
WordArt, 8.1, 8.8-8.13, 8.16, 
TOTES 
WordArt toolbar, 8.8-8.9, 8.12 
words per sentence. See readability 
statistics 
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Index 


Word 2000, new in 


AutoCorrect’s dictionary is 
improved, 6.3 

Click And Type, 1.9-1.10 

collect and paste, 4.12-4.14 

deleting files and folders from the 
Open and Save As dialog 
boxes, 2.11 

Format Picture dialog box 
options, 8.8 

location of Standard and Format- 
ting toolbars, 1.4 

nested tables, 10.2 

personalized menus, 1.6 


(Word 2000, new in, continued) 

Places Bar, 1.11 

rows, adjusting height within a 
table, 10.13 

sending documents via e-mail, 
without attaching them, 11.7 

spelling checking feature is im- 
proved, 7.3 

synonyms now included on all 
shortcut menus, 7.9 

Tab Align button, 5.16 

table move handle, 10.7 

table resize handle, 10.12 

Web Layout view, 11.8 


word wrap, 1.7-1.8, 1.16 
wrapping 

text, 1.7-1.8, 1.16 

text around AutoShapes, 8.13 

text around pictures, 8.5-8.7, 

CHS 

text around WordArt, 8.9, 8.11 

writing styles, 7.9, 7.22 


Y 


yellow diamonds, 8.13 
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IMPORTANT—READ CAREFULLY: This Microsoft End-User License Agreement (“EULA”) is a legal agreement between you (either an 
individual or an entity) and Microsoft Corporation for the Microsoft product identified above, which includes computer software and may 
include associated media, printed materials, and “online” or electronic documentation (“SOFTWARE PRODUCT’). Any component in- 
cluded within the SOFTWARE PRODUCT that is accompanied by a separate End-User License Agreement shall be governed by such 
agreement and not the terms set forth below. By installing, copying, or otherwise using the SOFTWARE PRODUCT, you agree to be bound 
by the terms of this EULA. If you do not agree to the terms of this EULA, you are not authorized to install, copy, or otherwise use the SOFT- 
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SOFTWARE PRODUCT LICENSE 


The SOFTWARE PRODUCT is protected by United States copyright laws and international copyright treaties, as well as other intellectual prop- 
erty laws and treaties. The SOFTWARE PRODUCT is licensed, not sold. 


1. GRANT OF LICENSE. This EULA grants you the following rights: 


a. 


b. 


Software Product. You may install and use one copy of the SOFTWARE PRODUCT on a single computer. The primary user of the 
computer on which the SOFTWARE PRODUCT is installed may make a second copy for his or her exclusive use on a portable computer. 


Storage/Network Use. You may also store or install a copy of the SOFTWARE PRODUCT on a storage device, such as a network 
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acquire and dedicate a license for each separate computer on which the SOFTWARE PRODUCT is installed or run from the storage 
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software portion of the SOFTWARE PRODUCT authorized on the printed copy of this EULA, and you may use each copy in the manner 
specified above. You are also entitled to make a corresponding number of secondary copies for portable computer use as specified above. 


. Sample Code. Solely with respect to portions, if any, of the SOFTWARE PRODUCT that are identified within the SOFTWARE 
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reproduce and distribute the object code version of the SAMPLE CODE and of any modified SAMPLE CODE, other than SAMPLE 
CODE, or any modified version thereof, designated as not redistributable in the Readme file that forms a part of the SOFTWARE 
PRODUCT (the “Non-Redistributable Sample Code”). All SAMPLE CODE other than the Non-Redistributable Sample Code is 
collectively referred to as the “REDISTRIBUTABLES.” 


Redistribution Requirements. If you redistribute the REDISTRIBUTABLES, you agree to: (i) distribute the 
REDISTRIBUTABLES in object code form only in conjunction with and as a part of your software application product; (ii) not use 
Microsoft’s name, logo, or trademarks to market your software application product; (iii) include a valid copyright notice on your 
software application product; (iv) indemnify, hold harmless, and defend Microsoft from and against any claims or lawsuits, including 
attorney’s fees, that arise or result from the use or distribution of your software application product; and (v) not permit further 
distribution of the REDISTRIBUTABLES by your end user. Contact Microsoft for the applicable royalties due and other licensing 
terms for all other uses and/or distribution of the REDISTRIBUTABLES. 


iii. 
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2. DESCRIPTION OF OTHER RIGHTS AND LIMITATIONS. 


Limitations on Reverse Engineering, Decompilation, and Disassembly. You may not reverse engineer, decompile, or disassemble the 
SOFTWARE PRODUCT, except and only to the extent that such activity is expressly permitted by applicable law notwithstanding this 
limitation. 


Separation of Components. The SOFTWARE PRODUCT is licensed as a single product. Its component parts may not be separated for 
use on more than one computer. 


Rental. You may not rent, lease, or lend the SOFTWARE PRODUCT. 


Support Services. Microsoft may, but is not obligated to, provide you with support services related to the SOFTWARE PRODUCT 
(“Support Services”). Use of Support Services is governed by the Microsoft policies and programs described in the user manual, in 
“online” documentation, and/or in other Microsoft-provided materials. Any supplemental software code provided to you as part of the 
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Termination. Without prejudice to any other rights, Microsoft may terminate this EULA if you fail to comply with the terms and 
conditions of this EULA. In such event, you must destroy all copies of the SOFTWARE PRODUCT and all of its component parts. 
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protected by copyright laws and international treaty provisions. Therefore, you must treat the SOFTWARE PRODUCT like any other 
copyrighted material except that you may install the SOFTWARE PRODUCT on a single computer provided you keep the original solely 
for backup or archival purposes. You may not copy the printed materials accompanying the SOFTWARE PRODUCT. 


4. U.S. GOVERNMENT RESTRICTED RIGHTS. The SOFTWARE PRODUCT and documentation are provided with RESTRICTED 
RIGHTS. Use, duplication, or disclosure by the Government is subject to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in 
Technical Data and Computer Software clause at DFARS 252.227-7013 or subparagraphs (c)(1) and (2) of the Commercial Computer 
Software—Restricted Rights at 48 CFR 52.227-19, as applicable. Manufacturer is Microsoft Corporation/One Microsoft Way/Redmond, 
WA 98052-6399, 
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have reason to know will utilize the Restricted Components in the design, development, or production of nuclear, chemical, or biological 
weapons; or (iii) to any end user who has been prohibited from participating in U.S. export transactions by any federal agency of the U.S. 
government. You warrant and represent that neither the BXA nor any other U.S. federal agency has suspended, revoked, or denied your 
export privileges. 


DISCLAIMER OF WARRANTY 


NO WARRANTIES OR CONDITIONS. MICROSOFT EXPRESSLY DISCLAIMS ANY WARRANTY OR CONDITION FOR THE SOFT- 
WARE PRODUCT. THE SOFTWARE PRODUCT AND ANY RELATED DOCUMENTATION ARE PROVIDED “AS IS” WITHOUT 
WARRANTY OR CONDITION OF ANY KIND, EITHER EXPRESS OR IMPLIED, INCLUDING, WITHOUT LIMITATION, THE IMPLIED 
WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, OR NONINFRINGEMENT. THE ENTIRE RISK 
ARISING OUT OF USE OR PERFORMANCE OF THE SOFTWARE PRODUCT REMAINS WITH YOU. 


LIMITATION OF LIABILITY. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, IN NO EVENT SHALL MICROSOFT 
OR ITS SUPPLIERS BE LIABLE FOR ANY SPECIAL, INCIDENTAL, INDIRECT, OR CONSEQUENTIAL DAMAGES WHATSOEVER 
(INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION, LOSS OF 
BUSINESS INFORMATION, OR ANY OTHER PECUNIARY LOSS) ARISING OUT OF THE USE OF OR INABILITY TO USE THE 
SOFTWARE PRODUCT OR THE PROVISION OF OR FAILURE TO PROVIDE SUPPORT SERVICES, EVEN IF MICROSOFT HAS BEEN 
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. IN ANY CASE, MICROSOFT’S ENTIRE LIABILITY UNDER ANY PROVISION 
OF THIS EULA SHALL BE LIMITED TO THE GREATER OF THE AMOUNT ACTUALLY PAID BY YOU FOR THE SOFTWARE 
PRODUCT OR US$5.00; PROVIDED, HOWEVER, IF YOU HAVE ENTERED INTO A MICROSOFT SUPPORT SERVICES AGREEMENT, 
MICROSOFT’S ENTIRE LIABILITY REGARDING SUPPORT SERVICES SHALL BE GOVERNED BY THE TERMS OF THAT AGREE- 
MENT. BECAUSE SOME STATES AND JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY, THE 
ABOVE LIMITATION MAY NOT APPLY TO YOU. 


MISCELLANEOUS 


This EULA is governed by the laws of the State of Washington USA, except and only to the extent that applicable law mandates governing law of 
a different jurisdiction. 


Should you have any questions concerning this EULA, or if you desire to contact Microsoft for any reason, please contact the Microsoft subsidi- 
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